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“कायालयीन व्यवस्थापन” 

शासकीय अविकारी कर्मचारी -प्रवशक्षण कायमक्रर् 

 

अनकु्रर्वणका 
 

अ.क्र ववषय पेज नं. 
1 टिपणी  लेखन 1 ते8 
2 पत्र व्यवहार 9 ते 31 
3 नस्ती व्यवस्थापन 32 ते 37 
4 अटिलेख व्यवस्थापन 38 ते 51 

 

 

 

 

 

 

 

 

 









































































































 

9. कार्यालर्याकडे एखाद्या प्रकरणाांवर अांततमतरत्र्या कार्ययवाही करण्र्याच्र्यादृष्टीने आवश्र्यकअसणारी मातहती / 
साांख्यर्यकी मातहती उपलब्ध नसते. अशावळेी  लागणारी मातहती जमाकरण्र्यासाठी कतनष्ठ कार्यालर्याशी  सांपकय   
साधणे. त्र्याबाबत पत्रव्र्यवहार करणे. 

10. एखाद्या प्रकरणात पत्रव्र्यवहार करताांना शासन आदेश, पतरपत्रक अगर सांदर्य र्याची आवश्र्यकता पत्राच्र्या 
उत्तरासोबत लागत असेल तर त्र्या सांदर्ाच्र्या झेरॉक्स प्रती काढणे. 

11. ज्र्या पत्राांवर कोणतीही कार्ययवाही करण्र्याची आवश्र्यकता नसते ककवा एखाद्या पत्राच्र्याएकापेक्षा अतधक 
प्रती प्राप्त होतात, तार सांदेशाच्र्या टपालातून प्रती प्राप्त होतात, केवळ मातहतीसाठी पत्राच्र्या प्रती पाठतवल्र्या 
जातात असे सांदर्य सांतकणय तवषर्यासाठी  केलेल्र्या सांतचका र्यामध्रे्य समातवष्ट करावते. त्र्या पत्राांवर दप्तरी 
दाखल असा शेरा देऊन त्र्यावर कार्यालर्यातील अतधक्षकाांची सही घ्र्यावी. 

(टीऩ:- उऩऱब्ध माहितीच्या आधारे वाचन साहित्य करण्यात आऱ ेआिे. काऱऩरत्व ेयामध्ये बदऱ िोण्याची 
शक्यता आिे…) 
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DAK-RECEIPT, REGISTRATION AND
DISTRIBUTION

12. Receipt of Dak -

(1) (a) During the office hours, the entire dak of the department including that addressed to 
Ministers/Officers by name will be received in the Central Registry/Information 
Facilitation Counter, Where, however, immediate/important dak addressed to 
Minister/Officers by name is sent through special messenger directly to the addressees 
themselves, it will be received by them or their personal staff.

(b) In case an officer is on long leave, has retired or left the office after completion of his 
tenure, the incumbent or the personal staff concerned or the officer just below the 
concerned officer dealing with the subject will receive the immediate/important 
references, except confidential letters. In case none of the above mentioned officers is 
in position, the central registry will receive such letters. In no case immediate/important 
letters should be undelivered or returned.

(2)  Outside the office hours, dak will be received by the addressee himself at his residence 
if marked’ immediate’ and addressed by name. In such cases, the officer will normally 
be informed in advance over telephone about the dak being delivered at his residence. 
In all other cases, dak will be received, outside officer hours by:-

(a) the night duty clerk of the Department concerned; or

(b) where no such arrangements exist, by the officer designated by the Department 
concerned to receive such dak.

(3) Communication received through e-mails in the Department will be downloaded 
centrally in the Computer Centre of the Department by a designated person, who will 
forward the same to the Central Registry. Such communications addressed to 
Ministers/Officers will be downloaded by them or their personal staff.

(4) Communication received through FAX should be immediately photocopied as the text 
of the FAX message fades with the passage of time.

13. Acknowledgment of dak - The receipt of dak, except ordinary postal dak, will be 
acknowledged by the receipient signing his name in full and in ink with date and designation. 
As far as possible, e-mailsreceived should be acknowledged through e-mail.

14. Registration of dak - 

(1) Urgent dak will be separated from other dak and dealt with first.

(2) All covers, except those addressed to Ministers/Officers by name or those bearing a 
security grading, will be opened by the Central Registry.

(3) On opening dak, the Central Registry/IFC will check enclosures and make a note of any 
item found missing. 
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DAK-RECEIPT, REGISTRATION AND
DISTRIBUTION

12. Receipt of Dak -

(1) (a) During the office hours, the entire dak of the department including that addressed to 
Ministers/Officers by name will be received in the Central Registry/Information 
Facilitation Counter, Where, however, immediate/important dak addressed to 
Minister/Officers by name is sent through special messenger directly to the addressees 
themselves, it will be received by them or their personal staff.

(b) In case an officer is on long leave, has retired or left the office after completion of his 
tenure, the incumbent or the personal staff concerned or the officer just below the 
concerned officer dealing with the subject will receive the immediate/important 
references, except confidential letters. In case none of the above mentioned officers is 
in position, the central registry will receive such letters. In no case immediate/important 
letters should be undelivered or returned.

(2)  Outside the office hours, dak will be received by the addressee himself at his residence 
if marked’ immediate’ and addressed by name. In such cases, the officer will normally 
be informed in advance over telephone about the dak being delivered at his residence. 
In all other cases, dak will be received, outside officer hours by:-

(a) the night duty clerk of the Department concerned; or

(b) where no such arrangements exist, by the officer designated by the Department 
concerned to receive such dak.

(3) Communication received through e-mails in the Department will be downloaded 
centrally in the Computer Centre of the Department by a designated person, who will 
forward the same to the Central Registry. Such communications addressed to 
Ministers/Officers will be downloaded by them or their personal staff.

(4) Communication received through FAX should be immediately photocopied as the text 
of the FAX message fades with the passage of time.

13. Acknowledgment of dak - The receipt of dak, except ordinary postal dak, will be 
acknowledged by the receipient signing his name in full and in ink with date and designation. 
As far as possible, e-mailsreceived should be acknowledged through e-mail.

14. Registration of dak - 

(1) Urgent dak will be separated from other dak and dealt with first.

(2) All covers, except those addressed to Ministers/Officers by name or those bearing a 
security grading, will be opened by the Central Registry.

(3) On opening dak, the Central Registry/IFC will check enclosures and make a note of any 
item found missing. 
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(4) All opened dak, as well as the covers of unopened classified dak, will be date-stamped 
(vide specimen as under) :

Ministry/Department of………………………………..

Received on ……………………...........................…..

C.R./I.F.C. Number………………………………........

Section Diary Number………………………………....

(5) The entire dak will be sorted out section-wise (and officer-wise, if addressed by name). 
To facilitate this, the Central Registry will keep a list (refer para 92) showing the up to 
date allocation of the subjects to various sections.

(6) The following categories of dak will be registered by the Central Registry/IFC in the dak 
register (Appendix-I):

(a) telegrams, wireless messages, FAX messages, telex messages and email 
messages received from the Computer Centre;

(b) registered postal dak;

(c) inter-departmental files;

(d) court/CAT summons etc and receipts enclosing valuable documents, e.g. service 
books, agreements, etc;

(e) parliament questions, resolutions, cut motions and references seeking 
information relating to them;

(f) unopened inner covers containing classified dak;

(g)  letters from' Members of Parliament;

(h) any other category covered by departmental instructions; and

(i) envelopes received without contents or with material not marked to any officer will 
be registered with necessary comments in the remarks column of Oak Register.

(7) The Central Registry, IFC will maintain one or more dak registers or computers as may 
be found convenient. In no case, however, will a single register/computer be operated 
upon by two or more clerks. Where more than one dak register is maintained, each 
register will be identified with an alphabetical code letter 'A', 'B', 'c' and so on.

(8) The CRlIFC Number assigned to dak, manually in the dak register or through the 
computer, will be indicated on the dak in the appropriate place in the stamp affixed on it.

(9) Oak received may, however, be registered in the computer wherever such a facility is 
available in Central Registry//FC. In that case, dak register and invoice register need 
not be maintained manually.

15. Distribution of dak 

(1) The Central Registry/IFC will prepare an invoice (Appendix-2) separately for each 
section to which the dak is to be distributed. The dak, along with invoice, will be sent to 
the section concerned and acknowledged by the diarist. The invoice, duly signed, will 
then be returned to the Central Registry/lFC, where it will be filed section-wise and date-

wise.

In case the dak is registered through computer, section-wise and date-wise report will 
be generated by computer.

(2) Alternatively, dak may be distributed and acknowledgment obtained in messenger 
books or dak register maintained section-wise.

(3) The above procedure will also apply to the dak meant. for Ministers/Officers, which will 
be acknowledged by their personal staff.

(4) Urgent dak will be distributed as and when received. Other dak may be distributed at 
suitable intervals (Le. 11.00A.M., 2.00 P.M. and 4.00 P.M.). Such part of the ordinary 
dak as is received too late to be included in the last daily round, will be kept ready for 
distribution early next day. The official in charge of the Central Registry will ensure :

(a) that, as far as possible, sorting, registration and invoicing of dak is completed on 
the day of its receipt;

(b) that to the extent which the above work cannot be completed during the day, and 
without prejudice to the processing of urgent dak, the night duty staff attends to it; 
and

(c) that the total number of receipts pending at the end of the day for sorting, 
registration and invoicing are noted in a register and the full signatures of the night 
duty staff are obtained on it in token of their having taken custody of these.

(5) Urgent dak received outside office hours will be sent to the sections concerned if there 
is staff on duty. In other cases, such dak will be dealt with in accordance with the 
instructions issued by the Department concerned.
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(4) All opened dak, as well as the covers of unopened classified dak, will be date-stamped 
(vide specimen as under) :

Ministry/Department of………………………………..

Received on ……………………...........................…..

C.R./I.F.C. Number………………………………........

Section Diary Number………………………………....

(5) The entire dak will be sorted out section-wise (and officer-wise, if addressed by name). 
To facilitate this, the Central Registry will keep a list (refer para 92) showing the up to 
date allocation of the subjects to various sections.

(6) The following categories of dak will be registered by the Central Registry/IFC in the dak 
register (Appendix-I):

(a) telegrams, wireless messages, FAX messages, telex messages and email 
messages received from the Computer Centre;

(b) registered postal dak;

(c) inter-departmental files;

(d) court/CAT summons etc and receipts enclosing valuable documents, e.g. service 
books, agreements, etc;

(e) parliament questions, resolutions, cut motions and references seeking 
information relating to them;

(f) unopened inner covers containing classified dak;

(g)  letters from' Members of Parliament;

(h) any other category covered by departmental instructions; and

(i) envelopes received without contents or with material not marked to any officer will 
be registered with necessary comments in the remarks column of Oak Register.

(7) The Central Registry, IFC will maintain one or more dak registers or computers as may 
be found convenient. In no case, however, will a single register/computer be operated 
upon by two or more clerks. Where more than one dak register is maintained, each 
register will be identified with an alphabetical code letter 'A', 'B', 'c' and so on.

(8) The CRlIFC Number assigned to dak, manually in the dak register or through the 
computer, will be indicated on the dak in the appropriate place in the stamp affixed on it.

(9) Oak received may, however, be registered in the computer wherever such a facility is 
available in Central Registry//FC. In that case, dak register and invoice register need 
not be maintained manually.

15. Distribution of dak 

(1) The Central Registry/IFC will prepare an invoice (Appendix-2) separately for each 
section to which the dak is to be distributed. The dak, along with invoice, will be sent to 
the section concerned and acknowledged by the diarist. The invoice, duly signed, will 
then be returned to the Central Registry/lFC, where it will be filed section-wise and date-

wise.

In case the dak is registered through computer, section-wise and date-wise report will 
be generated by computer.

(2) Alternatively, dak may be distributed and acknowledgment obtained in messenger 
books or dak register maintained section-wise.

(3) The above procedure will also apply to the dak meant. for Ministers/Officers, which will 
be acknowledged by their personal staff.

(4) Urgent dak will be distributed as and when received. Other dak may be distributed at 
suitable intervals (Le. 11.00A.M., 2.00 P.M. and 4.00 P.M.). Such part of the ordinary 
dak as is received too late to be included in the last daily round, will be kept ready for 
distribution early next day. The official in charge of the Central Registry will ensure :

(a) that, as far as possible, sorting, registration and invoicing of dak is completed on 
the day of its receipt;

(b) that to the extent which the above work cannot be completed during the day, and 
without prejudice to the processing of urgent dak, the night duty staff attends to it; 
and

(c) that the total number of receipts pending at the end of the day for sorting, 
registration and invoicing are noted in a register and the full signatures of the night 
duty staff are obtained on it in token of their having taken custody of these.

(5) Urgent dak received outside office hours will be sent to the sections concerned if there 
is staff on duty. In other cases, such dak will be dealt with in accordance with the 
instructions issued by the Department concerned.
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RECEIPTS - SUBMISSION AND DIARIZATION

16. Perusal and marking of receipts 

The diarist will submit all receipts to the Section Officer who will:

(1) go through the receipts;

(2) forward the misdirected receipts to the sections concerned;

(3) separate those which, either under the Departmental Instructions or in his discretion, 
should be seen by higher officers before those are processed and mark those to such 
officers;

(4) mark to himself such of the remaining receipts as are of a difficult nature or present any 
special features requiring his personal attention;

(5) mark other receipts to the dealing hands concerned, and where necessary, indicate 
urgency grading, deadline and give directions regarding line of action;

(6) keep a note in his diary of important receipts requiring prompt action or disposal (by a 
specified date); and

(7) submit the case to the officer who last noted on it, if it is one returned by another 
Ministry/Department.

17. Diarizing of receipt in sections

(1) Each Section will maintain a section diary (Appendix-3). Devanagri script will be used 
for diarizing Hindi receipts.

(2) The diarist will diarize in the section diary (Appendix-3) all receipts except the following 
before these are submitted to the officers concerned or distributed amongst the dealing 
hands:

(a) receipts which, as a class, are adequately taken care of by a register specially 
devised for the purpose (e.g. telephone bills which are entered in telephone 
register);

(b) receipts which have already been diarized in computer;

(c) communications received from Members of Parliament for which a separate 
register is maintained for watching their disposal vide para 127.

(d) unsigned communications (except e-mail) on which no instructions have been 
recorded by officers and on which no action is to be taken;

(e) identical copies of representations, except the one received first;

(f) post copies of telegrams, unless they contain additional information;

(g) petty contingent vouchers such as those relating to night duty or overtime claims 
of the staff, claims for coolie hire or conveyance hire, chits asking for articles of 
furniture, stationery, etc.;

(h) routine acknowledgments; 

(i) casual leave applications;

(j) copies of miscellaneous circulars, office memoranda, extracts, etc., circulated by 
any section for general information, e.g. orders of general application, telephone 
lists, notices of holidays, tour programmes, etc; and 

(k) any other types of receipts which under departmental instructions are not 
required to be diarized.

(3) Inter-departmental notes, telegrams, or any other category of receipts sought to be 
distinguished from the rest, may be entered in the section diary in red ink. 

(4) Receipts redirected to other sections will also be diarized. 

(5) Papers referred to another Department will be diarized each time they are received 
back. For those referred under diary numbers, however, previous and later entries in 
the diary will be linked by giving the earlier and the later diary numbers against each 
entry.

(6) If a receipt is diarized after a lapse of more than 15 days from the date it bears, the entry 
date in column 3 of the section diary will be circled in red ink.

(7) The diary number of a receipt will be indicated in the space provided for the purpose in 
the stamp affixed by the central registry vide para 14(4).

(8) The Section Officer will scrutinize the section diaries once a week to see that these are 
being properly maintained and append his dated initials in token of scrutiny.

(9) Under the computerized environment also the format of the diary register will be as in 
Appendix-3. A single diary number will be generated irrespective of where a receipt is 
diarized. All exclusions mentioned in sub-para (2) above would be applicable. 
Appropriate codes in Remarks column would indicate the different categories of 
receipts as well as redirected receipts or receipts diarized after lapse of more than 15 
days from the date it bears, as mentioned in earlier sub-paras. Papers received back 
from other departments will be diarized and will be linked with previous diary numbers 
so that these can be easily traced electronically. The diary number will be indicated on 
the receipt as in the manual system. The Section Officer will generate a status report of 
the receipts from computer every week to ensure proper monitoring.

18. Diarizing of receipts addressed to officers -

(1) The personal staff of officers of the rank of Deputy Secretary and above will diarize 
receipts addressed to their officers in respective personal section- diary. Envelopes 
received without contents or with material not marked to any officer should also be 
diarized (Appendix-4) with necessary comments.

(2) No receipt will be diarized more than twice including once in the Section. A 
communication once diarized above the section level will not be diarized a second time 
till it reaches the section, where it will be diarized in the section diary. For example, a 
communication received by the Minister and diarized by his personal staff need not be 
diarized at the level of Secretary, Special Secretary, Additional Secretary/Joint 
Secretary, Director/Deputy Secretary, etc.

(3) In the computerized diary system no receipt will be diarized more than once. For 
receipts addressed to officers, diarizing will be done by their personal staff. For receipts 
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RECEIPTS - SUBMISSION AND DIARIZATION

16. Perusal and marking of receipts 

The diarist will submit all receipts to the Section Officer who will:

(1) go through the receipts;

(2) forward the misdirected receipts to the sections concerned;

(3) separate those which, either under the Departmental Instructions or in his discretion, 
should be seen by higher officers before those are processed and mark those to such 
officers;

(4) mark to himself such of the remaining receipts as are of a difficult nature or present any 
special features requiring his personal attention;

(5) mark other receipts to the dealing hands concerned, and where necessary, indicate 
urgency grading, deadline and give directions regarding line of action;

(6) keep a note in his diary of important receipts requiring prompt action or disposal (by a 
specified date); and

(7) submit the case to the officer who last noted on it, if it is one returned by another 
Ministry/Department.

17. Diarizing of receipt in sections

(1) Each Section will maintain a section diary (Appendix-3). Devanagri script will be used 
for diarizing Hindi receipts.

(2) The diarist will diarize in the section diary (Appendix-3) all receipts except the following 
before these are submitted to the officers concerned or distributed amongst the dealing 
hands:

(a) receipts which, as a class, are adequately taken care of by a register specially 
devised for the purpose (e.g. telephone bills which are entered in telephone 
register);

(b) receipts which have already been diarized in computer;

(c) communications received from Members of Parliament for which a separate 
register is maintained for watching their disposal vide para 127.

(d) unsigned communications (except e-mail) on which no instructions have been 
recorded by officers and on which no action is to be taken;

(e) identical copies of representations, except the one received first;

(f) post copies of telegrams, unless they contain additional information;

(g) petty contingent vouchers such as those relating to night duty or overtime claims 
of the staff, claims for coolie hire or conveyance hire, chits asking for articles of 
furniture, stationery, etc.;

(h) routine acknowledgments; 

(i) casual leave applications;

(j) copies of miscellaneous circulars, office memoranda, extracts, etc., circulated by 
any section for general information, e.g. orders of general application, telephone 
lists, notices of holidays, tour programmes, etc; and 

(k) any other types of receipts which under departmental instructions are not 
required to be diarized.

(3) Inter-departmental notes, telegrams, or any other category of receipts sought to be 
distinguished from the rest, may be entered in the section diary in red ink. 

(4) Receipts redirected to other sections will also be diarized. 

(5) Papers referred to another Department will be diarized each time they are received 
back. For those referred under diary numbers, however, previous and later entries in 
the diary will be linked by giving the earlier and the later diary numbers against each 
entry.

(6) If a receipt is diarized after a lapse of more than 15 days from the date it bears, the entry 
date in column 3 of the section diary will be circled in red ink.

(7) The diary number of a receipt will be indicated in the space provided for the purpose in 
the stamp affixed by the central registry vide para 14(4).

(8) The Section Officer will scrutinize the section diaries once a week to see that these are 
being properly maintained and append his dated initials in token of scrutiny.

(9) Under the computerized environment also the format of the diary register will be as in 
Appendix-3. A single diary number will be generated irrespective of where a receipt is 
diarized. All exclusions mentioned in sub-para (2) above would be applicable. 
Appropriate codes in Remarks column would indicate the different categories of 
receipts as well as redirected receipts or receipts diarized after lapse of more than 15 
days from the date it bears, as mentioned in earlier sub-paras. Papers received back 
from other departments will be diarized and will be linked with previous diary numbers 
so that these can be easily traced electronically. The diary number will be indicated on 
the receipt as in the manual system. The Section Officer will generate a status report of 
the receipts from computer every week to ensure proper monitoring.

18. Diarizing of receipts addressed to officers -

(1) The personal staff of officers of the rank of Deputy Secretary and above will diarize 
receipts addressed to their officers in respective personal section- diary. Envelopes 
received without contents or with material not marked to any officer should also be 
diarized (Appendix-4) with necessary comments.

(2) No receipt will be diarized more than twice including once in the Section. A 
communication once diarized above the section level will not be diarized a second time 
till it reaches the section, where it will be diarized in the section diary. For example, a 
communication received by the Minister and diarized by his personal staff need not be 
diarized at the level of Secretary, Special Secretary, Additional Secretary/Joint 
Secretary, Director/Deputy Secretary, etc.

(3) In the computerized diary system no receipt will be diarized more than once. For 
receipts addressed to officers, diarizing will be done by their personal staff. For receipts 
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received in the Central Registry it will be done by the data entry operator and after office 
hours by the night duty clerk proficient in computer operation. The dak will also be 
scanned at the initial source.

19. Movement of receipts

(1) Receipts submitted to officers will move in pads conspicuously labeled as 'Receipts 
Pad'. Their movement and perusal will receive prompt attention. 

(2) The Section Officer will keep a careful watch on any hold-up in the movement of 
receipts. The diarist will bring to his notice any receipt which is not received back from 
officers within one working day.

20. Action by higher officers -

Officers to whom receipts are submitted will: 

(1)  go through the receipts and initial them;

(2) remove receipts which they may like to dispose of without assistance from section or to 
submit to higher officers;

(3) enter the diary numbers of the receipts removed vide sub-para (2) above on the 
movement slip (Appendix 5);

(4) where necessary, give directions regarding line of action to be taken on other receipts; 
and

(5) return the receipts together with movement slip, if any, to the Section Officer for action in 
terms of paras 16(4) and 16(5) above.

21. Allocation of disputed receipts -

If a section feels that it is not concerned with a misdirected receipt forwarded to it vide para 16 
(2), the same should be brought to the notice of the officer designated by the department for 
deciding allocation of disputed receipt.

ACTION ON RECEIPTS

22. General principles:

Action on receipts will be so organized that it results in speedy and correct decision-making 
process. All records creating agencies will use good quality paper (IS: 1774-1986 Type II 
Grade II) and ink (IS: 1581-1950) as prescribed by the Bureau of Indian Standards while 
transacting official business so as to ensure longevity of records and easy retrieval of 
information. While the detailed drill to be followed is given in the succeeding paragraphs, 
certain general principles to be observed in this regard are given below:

(1) An officer will himself initiate action on as many receipts as possible, keeping in view the 
priority requirements.

(2) Number of levels at which a case is examined will be reduced to the minimum.

(3) Paper work will be kept at an essential minimum.

(4) Least possible time will be taken for examination and disposal of cases.

(5) While disposing of cases, an officer will aim at optimizing the quality as well as the 
quantity of work performed by him.

(6) Simplified and pre-structured formats will be devised for processing routine i.e. 
repetitive cases. Simplified formats should also be devised for the benefit of the citizen 
in his interaction with the offices.

23. Action by dealing hand –

The dealing hand will:

(1) go through the receipts and separate urgent receipts from the rest;

(2) enter the receipts in the assistant's diary (Appendix 6); it is not necessary to maintain 
this diary separately in a computerized environment, as the system can generate 
information through query;

(3) deal with the urgent receipts first; Code indicating the priority may be given in a 
computerized environment.

(4) check enclosures and if any found missing, initiate prompt action to obtain it;

(5) see whether any other section is concerned with any part or aspect of a receipt and if so, 
send copies or relevant extracts to that section for necessary action;

(6) bring the receipt on to a current file if one already exists or open a new file as per paras 
94 and 95; indicate file No. in column 4 of the Assistant's diary. If the current file is under 
submission, a part file will be opened, which will be subsequently merged with the main 
one by the dealing assistant when he accesses both. In a computerized environment 
the relevant file number, whether of existing file or a new file, should be indicated in the 
relevant column in the diary register itself.

(7) file papers in accordance with para 41 ;

(8) assign the receipt page number (s) and a serial number in terms of paras 43(1) and 43 
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received in the Central Registry it will be done by the data entry operator and after office 
hours by the night duty clerk proficient in computer operation. The dak will also be 
scanned at the initial source.

19. Movement of receipts

(1) Receipts submitted to officers will move in pads conspicuously labeled as 'Receipts 
Pad'. Their movement and perusal will receive prompt attention. 

(2) The Section Officer will keep a careful watch on any hold-up in the movement of 
receipts. The diarist will bring to his notice any receipt which is not received back from 
officers within one working day.

20. Action by higher officers -

Officers to whom receipts are submitted will: 

(1)  go through the receipts and initial them;

(2) remove receipts which they may like to dispose of without assistance from section or to 
submit to higher officers;

(3) enter the diary numbers of the receipts removed vide sub-para (2) above on the 
movement slip (Appendix 5);

(4) where necessary, give directions regarding line of action to be taken on other receipts; 
and

(5) return the receipts together with movement slip, if any, to the Section Officer for action in 
terms of paras 16(4) and 16(5) above.

21. Allocation of disputed receipts -

If a section feels that it is not concerned with a misdirected receipt forwarded to it vide para 16 
(2), the same should be brought to the notice of the officer designated by the department for 
deciding allocation of disputed receipt.

ACTION ON RECEIPTS

22. General principles:

Action on receipts will be so organized that it results in speedy and correct decision-making 
process. All records creating agencies will use good quality paper (IS: 1774-1986 Type II 
Grade II) and ink (IS: 1581-1950) as prescribed by the Bureau of Indian Standards while 
transacting official business so as to ensure longevity of records and easy retrieval of 
information. While the detailed drill to be followed is given in the succeeding paragraphs, 
certain general principles to be observed in this regard are given below:

(1) An officer will himself initiate action on as many receipts as possible, keeping in view the 
priority requirements.

(2) Number of levels at which a case is examined will be reduced to the minimum.

(3) Paper work will be kept at an essential minimum.

(4) Least possible time will be taken for examination and disposal of cases.

(5) While disposing of cases, an officer will aim at optimizing the quality as well as the 
quantity of work performed by him.

(6) Simplified and pre-structured formats will be devised for processing routine i.e. 
repetitive cases. Simplified formats should also be devised for the benefit of the citizen 
in his interaction with the offices.

23. Action by dealing hand –

The dealing hand will:

(1) go through the receipts and separate urgent receipts from the rest;

(2) enter the receipts in the assistant's diary (Appendix 6); it is not necessary to maintain 
this diary separately in a computerized environment, as the system can generate 
information through query;

(3) deal with the urgent receipts first; Code indicating the priority may be given in a 
computerized environment.

(4) check enclosures and if any found missing, initiate prompt action to obtain it;

(5) see whether any other section is concerned with any part or aspect of a receipt and if so, 
send copies or relevant extracts to that section for necessary action;

(6) bring the receipt on to a current file if one already exists or open a new file as per paras 
94 and 95; indicate file No. in column 4 of the Assistant's diary. If the current file is under 
submission, a part file will be opened, which will be subsequently merged with the main 
one by the dealing assistant when he accesses both. In a computerized environment 
the relevant file number, whether of existing file or a new file, should be indicated in the 
relevant column in the diary register itself.

(7) file papers in accordance with para 41 ;

(8) assign the receipt page number (s) and a serial number in terms of paras 43(1) and 43 
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(2);

(9) docket the receipt and reproduce on the notes portion of the file remarks, if any, 
recorded by an officer on the receipt;

(10)  with the help of file registers (para 97 and Appendix 22), indices, precedent book (para 
110 and Appendix 27), standing guard files (para 35), reference folders (para 35), etc. 
locate and collect other files 'or papers, if any, referred to in the receipt, or having a 
bearing on the issues raised therein;

(11)  identify and examine the issues involved in the case and record a functional note vide 
instructions in paras 25, 32 and 34; 

(12) arrange papers and reference them in the case properly (vide paras 42-44);

(13)  Where necessary, attach a label indicating the urgency grading appropriate to the case 
(vide para 45); 

(14)  put up the case to the appropriate higher officer; and

(15) indicate the date of submission in column 5 of the assistant's diary. In the computerized 
diary system, indicate the details of submission, at the appropriate column.

24. Action by section officer 

(1) The Section Officer will:

(a) scrutinise the note of the dealing hand; 

(b) finally dispose of routine cases;

(c) take intermediate routine action;

(d) record, where necessary, a note setting out his own comments' or 
suggestions; and

(e) submit the case to the appropriate higher officer.

(f) in computerized environment also make a suitable entry in the electronic diary 
register

(2) What constitutes 'routine cases' or 'intermediate routine action' in terms of (b) and (c) 
above will be specified by each department in its departmental instructions.

25. Examination by section

When the line of action on a receipt is obvious or is based on a clear precedent or practice, or 
has been indicated by a higher officer, and a communication has to issue, a draft/fair 
communication for approval/signature will be put up without any elaborate note. In other 
cases, the section, while putting up a case, will:

(1) see whether all the statements, so far as they are open to check, are correct; 

(2) point out mistakes, incorrect statements, missing data or information, if any;

(3)  draw attention, if necessary, to the statutory or customary procedure and point out the 
relevant law and rules;

(4) furnish other relevant data or information available in the department, if any;

(5) state the questions for consideration and bring out clearly the points requiring decision; 

(6) draw attention to precedents;

(7) evaluate relevant data and information; and

(8) suggest, where possible, alternative courses of action for consideration,

26. Standard Process Sheets- For dealing with cases of repetitive nature e.g. sanctioning of 
leave, GPF advances, HBA, forwarding or processing of numerous applications, etc., 
standard process sheets will be devised by the respective Ministries/Departments and will be 
prescribed through departmental instructions. No notes will be recorded in such cases. 
Standard process sheets will also be maintained in electronic form in a computerized 
environment.

27. level of disposal and channel of submission.

(1) Each Ministry/Department should lay down a detailed scheme of delegation at all levels 
so that the decision making takes place at the most appropriate level. This delegation 
should be arrived at on the basis of an analysis of the activities and functions of the 
Ministry/Department and the type of decisions that these entail which should be 
dovetailed with the decision making units identified in the Ministry/Department.

(2) The scheme of delegation should be updated periodically and should also be 'audited' 
at regular intervals. This audit should ensure that the delegated authority is actually 
exercised by the delegatee. The scheme of delegation should be placed in the public 
domain.

(3) The number of levels through which a file passes for a decision should not exceed 
three.

(a) In cases where the Minister's approval is required, the file should be initiated by 
the Deputy Secretary/Director concerned and should be moved through Joint 
Secretary (or Additional Secretary/Special Secretary) and the Secretary (or 
Special Secretary) to the Minister.

(b) Cases requiring approval of the Secretary should go through just two levels (e.g. 
either US and DS/Director or US and JS or DS/Director and JS).

(c) Cases requiring approval of the JS/Director/DS should come through just one 
level. The exact combination of levels should be spelt out in the scheme of 
delegation by each Ministry/Department.

(4) For addressing cross cutting issues, the Secretary of the concerned Department should 
have the flexibility to create inter-disciplinary teams.

(5) A Desk Officer will submit cases direct to Deputy Secretary or Director who in turn would 
submit it to the Joint Secretary/Additional Secretary.

(6) A Joint Secretary can submit cases directly to Secretary/Minister and not necessarily 
through the Additional Secretary.

(7) Additional Secretaries in large ministries should be allowed to function independently in 
day-to-day administrative and functional matters. In matters requiring orders of the 
Minister, other than those relating to policy/important cases, Additional Secretary can 
submit files directly to the Minister.
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(2);

(9) docket the receipt and reproduce on the notes portion of the file remarks, if any, 
recorded by an officer on the receipt;

(10)  with the help of file registers (para 97 and Appendix 22), indices, precedent book (para 
110 and Appendix 27), standing guard files (para 35), reference folders (para 35), etc. 
locate and collect other files 'or papers, if any, referred to in the receipt, or having a 
bearing on the issues raised therein;

(11)  identify and examine the issues involved in the case and record a functional note vide 
instructions in paras 25, 32 and 34; 

(12) arrange papers and reference them in the case properly (vide paras 42-44);

(13)  Where necessary, attach a label indicating the urgency grading appropriate to the case 
(vide para 45); 

(14)  put up the case to the appropriate higher officer; and

(15) indicate the date of submission in column 5 of the assistant's diary. In the computerized 
diary system, indicate the details of submission, at the appropriate column.

24. Action by section officer 

(1) The Section Officer will:

(a) scrutinise the note of the dealing hand; 

(b) finally dispose of routine cases;

(c) take intermediate routine action;

(d) record, where necessary, a note setting out his own comments' or 
suggestions; and

(e) submit the case to the appropriate higher officer.

(f) in computerized environment also make a suitable entry in the electronic diary 
register

(2) What constitutes 'routine cases' or 'intermediate routine action' in terms of (b) and (c) 
above will be specified by each department in its departmental instructions.

25. Examination by section

When the line of action on a receipt is obvious or is based on a clear precedent or practice, or 
has been indicated by a higher officer, and a communication has to issue, a draft/fair 
communication for approval/signature will be put up without any elaborate note. In other 
cases, the section, while putting up a case, will:

(1) see whether all the statements, so far as they are open to check, are correct; 

(2) point out mistakes, incorrect statements, missing data or information, if any;

(3)  draw attention, if necessary, to the statutory or customary procedure and point out the 
relevant law and rules;

(4) furnish other relevant data or information available in the department, if any;

(5) state the questions for consideration and bring out clearly the points requiring decision; 

(6) draw attention to precedents;

(7) evaluate relevant data and information; and

(8) suggest, where possible, alternative courses of action for consideration,

26. Standard Process Sheets- For dealing with cases of repetitive nature e.g. sanctioning of 
leave, GPF advances, HBA, forwarding or processing of numerous applications, etc., 
standard process sheets will be devised by the respective Ministries/Departments and will be 
prescribed through departmental instructions. No notes will be recorded in such cases. 
Standard process sheets will also be maintained in electronic form in a computerized 
environment.

27. level of disposal and channel of submission.

(1) Each Ministry/Department should lay down a detailed scheme of delegation at all levels 
so that the decision making takes place at the most appropriate level. This delegation 
should be arrived at on the basis of an analysis of the activities and functions of the 
Ministry/Department and the type of decisions that these entail which should be 
dovetailed with the decision making units identified in the Ministry/Department.

(2) The scheme of delegation should be updated periodically and should also be 'audited' 
at regular intervals. This audit should ensure that the delegated authority is actually 
exercised by the delegatee. The scheme of delegation should be placed in the public 
domain.

(3) The number of levels through which a file passes for a decision should not exceed 
three.

(a) In cases where the Minister's approval is required, the file should be initiated by 
the Deputy Secretary/Director concerned and should be moved through Joint 
Secretary (or Additional Secretary/Special Secretary) and the Secretary (or 
Special Secretary) to the Minister.

(b) Cases requiring approval of the Secretary should go through just two levels (e.g. 
either US and DS/Director or US and JS or DS/Director and JS).

(c) Cases requiring approval of the JS/Director/DS should come through just one 
level. The exact combination of levels should be spelt out in the scheme of 
delegation by each Ministry/Department.

(4) For addressing cross cutting issues, the Secretary of the concerned Department should 
have the flexibility to create inter-disciplinary teams.

(5) A Desk Officer will submit cases direct to Deputy Secretary or Director who in turn would 
submit it to the Joint Secretary/Additional Secretary.

(6) A Joint Secretary can submit cases directly to Secretary/Minister and not necessarily 
through the Additional Secretary.

(7) Additional Secretaries in large ministries should be allowed to function independently in 
day-to-day administrative and functional matters. In matters requiring orders of the 
Minister, other than those relating to policy/important cases, Additional Secretary can 
submit files directly to the Minister.
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(8) In Ministries/Departments with a Special Secretary and Secretary, there should be a 
clear delegation of authority to the Special Secretary so that in most matters he can 
function independently.

(9)  Wherever level jumping is done in respect of any category of cases, each such case on 
its return, will pass through all the levels jumped over who in suitable cases could 
resubmit the cases for reconsideration.

(10) In a computerized environment, the system will provide scope for level jumping. 

28. Direct submission of cases by senior assistants -

(1) An assistant in a conventional section who has more than five years service in the grade 
including at least six months in the section concerned may be required to submit all his 
cases direct to the branch officer. In appropriate cases, assistants with less than five 
years service in the grade may also be permitted to submit cases direct to branch 
officer.

(2)  All the cases directly submitted by assistants to the branch officer will as a rule, go back 
to the assistants through the section officer. The section officer will be free to bring to the 
notice of the branch officer any omission or flaws in the submission of cases or the 
decisions taken and thus give an opportunity to the branch officer to reconsider the 
matter.

29. Examination by Officer -

(1) An Officer will regularly discuss with and guide his staff to decide the course of action to 
be taken on various cases. Normally a single note will be put up to the decision making 
level after the line of action is decided.

(2) For dealing with important problem solving issues, the technique of writing a self-
contained "Note" may be used. This involves entrusting an officer or a group of officers 
with preparing a comprehensive note which will be put up straight to the decision 
making level. The note will contain the background of the problem, issues arising out of 
its precedents, if any, analysis of all relevant facts, and recommendations.

30. Deviation from normal procedures or rules:- In every case where a major or minor 
infraction, other than trivial, of the existing procedures or rules, is sought to be made, it shall 
be the responsibility of the decision making authority to ensure that reasons are recorded in 
writing, justifying such a deviation from the rules or procedures.

31. Running summary of facts - To facilitate consideration and obviate repeated recapitulation 
of consecutive noting, a running summary of facts will be prepared and placed on the file in a 
separate folder labeled as such in every case in which it is evident that such a summary would 
contribute to its speedy disposal. This summary will also include the advice or views of other 
departments consulted in the matter but not opinions of individual officers within a 
department. It should be kept up to date, incorporating changes whenever further 
developments take place. Running summary of facts will also be maintained in electronic 
form in a computerized environment. It is essential in long drawn cases calling for 
consideration at senior levels from time to time.

32. Guidelines for noting:

(1) All notes will be concise and to the point. Lengthy notes are to be avoided, by shifting 
bulk of material to statements placed below.

(2) The verbatim reproduction of extracts from or paraphrasing of the paper under 
consideration, fresh receipt, or any other part of correspondence or notes on the same 
file, should not be attempted.

(3) When passing orders or making suggestions, an officer will confine his note to the 
actual points he proposes to make without reiterating the ground already covered in the 
previous notes. If he agrees to the line of action suggested in the preceding note, he will 
merely append his signature.

(4) Any officer, who has to note upon a file on which a running summary of facts is available 
will, in drawing attention to the facts of the case, refer to the appropriate part of the 
summary without repeating it in his own note.

(5) Relevant extracts of a rule or instruction will be placed on the file and attention to it will 
be drawn in the note with proper referencing, rather than reproducing the relevant 
provisions in the note.

(6)  Unless a running summary of facts is already available on the file or the last note on the 
file itself serves that purpose, a self-contained note will be put up with every case 
submitted to the Minister. Such a note will bring out briefly but clearly relevant facts, 
including the views expressed on the subject by other departments, if any, consulted in 
the matter and the point or points on which the orders of the Minister are sought.

(7) If apparent errors or incorrect statements in a case have to be pointed out or if an 
opinion expressed therein has to be criticized, care should be taken to couch the 
observations objectively, in courteous and temperate language free from personal 
remarks.

(8) When a paper under consideration raises several major points which require detailed 
examination and respective orders, each point (or group of related points) will be noted 
upon separately in sectional notes; such notes will each begin with a list of the major 
point( s) dealt with therein and placed below the main note in a separate folder.

(9) Notes and orders will normally be recorded on note sheets in the notes portion of the file 
and will be serially numbered. Black or Blue ink will be used by all category of staff and 
officers. Only an officer of the level of Joint Secretary to Government of India and above 
may use green or red ink in rare cases.

(10) The dealing hand will append his full signature with date on the left below his note. An 
officer will append his full signature on the right hand side of the note with name, 
designation and date.

(11) A note will be divided into serially numbered paragraphs of easy size, say ten lines 
each. Paragraphs may preferably have brief titles. The first few paragraphs will give the 
profile of the problem, position of rules, precedents and the position of resources with 
proper analysis and sequence and an indication of the evidence and the conclusions 
reached. The final paragraph should weigh the arguments and recommend the best 
course of action, with a supporting draft communication, if necessary.

(12) In writing notes, the observations made in Appendix 7- 'Style in notes and drafts' will be 
kept in view.

(13)  A small margin of about one inch will be left on all sides (left, right, top and bottom) of 
each page of the note sheet to ensure better preservation of notes recorded on the files 
as at times the paper gets torn from the edges making reading of the document difficult. 
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(8) In Ministries/Departments with a Special Secretary and Secretary, there should be a 
clear delegation of authority to the Special Secretary so that in most matters he can 
function independently.

(9)  Wherever level jumping is done in respect of any category of cases, each such case on 
its return, will pass through all the levels jumped over who in suitable cases could 
resubmit the cases for reconsideration.

(10) In a computerized environment, the system will provide scope for level jumping. 

28. Direct submission of cases by senior assistants -

(1) An assistant in a conventional section who has more than five years service in the grade 
including at least six months in the section concerned may be required to submit all his 
cases direct to the branch officer. In appropriate cases, assistants with less than five 
years service in the grade may also be permitted to submit cases direct to branch 
officer.

(2)  All the cases directly submitted by assistants to the branch officer will as a rule, go back 
to the assistants through the section officer. The section officer will be free to bring to the 
notice of the branch officer any omission or flaws in the submission of cases or the 
decisions taken and thus give an opportunity to the branch officer to reconsider the 
matter.

29. Examination by Officer -

(1) An Officer will regularly discuss with and guide his staff to decide the course of action to 
be taken on various cases. Normally a single note will be put up to the decision making 
level after the line of action is decided.

(2) For dealing with important problem solving issues, the technique of writing a self-
contained "Note" may be used. This involves entrusting an officer or a group of officers 
with preparing a comprehensive note which will be put up straight to the decision 
making level. The note will contain the background of the problem, issues arising out of 
its precedents, if any, analysis of all relevant facts, and recommendations.

30. Deviation from normal procedures or rules:- In every case where a major or minor 
infraction, other than trivial, of the existing procedures or rules, is sought to be made, it shall 
be the responsibility of the decision making authority to ensure that reasons are recorded in 
writing, justifying such a deviation from the rules or procedures.

31. Running summary of facts - To facilitate consideration and obviate repeated recapitulation 
of consecutive noting, a running summary of facts will be prepared and placed on the file in a 
separate folder labeled as such in every case in which it is evident that such a summary would 
contribute to its speedy disposal. This summary will also include the advice or views of other 
departments consulted in the matter but not opinions of individual officers within a 
department. It should be kept up to date, incorporating changes whenever further 
developments take place. Running summary of facts will also be maintained in electronic 
form in a computerized environment. It is essential in long drawn cases calling for 
consideration at senior levels from time to time.

32. Guidelines for noting:

(1) All notes will be concise and to the point. Lengthy notes are to be avoided, by shifting 
bulk of material to statements placed below.

(2) The verbatim reproduction of extracts from or paraphrasing of the paper under 
consideration, fresh receipt, or any other part of correspondence or notes on the same 
file, should not be attempted.

(3) When passing orders or making suggestions, an officer will confine his note to the 
actual points he proposes to make without reiterating the ground already covered in the 
previous notes. If he agrees to the line of action suggested in the preceding note, he will 
merely append his signature.

(4) Any officer, who has to note upon a file on which a running summary of facts is available 
will, in drawing attention to the facts of the case, refer to the appropriate part of the 
summary without repeating it in his own note.

(5) Relevant extracts of a rule or instruction will be placed on the file and attention to it will 
be drawn in the note with proper referencing, rather than reproducing the relevant 
provisions in the note.

(6)  Unless a running summary of facts is already available on the file or the last note on the 
file itself serves that purpose, a self-contained note will be put up with every case 
submitted to the Minister. Such a note will bring out briefly but clearly relevant facts, 
including the views expressed on the subject by other departments, if any, consulted in 
the matter and the point or points on which the orders of the Minister are sought.

(7) If apparent errors or incorrect statements in a case have to be pointed out or if an 
opinion expressed therein has to be criticized, care should be taken to couch the 
observations objectively, in courteous and temperate language free from personal 
remarks.

(8) When a paper under consideration raises several major points which require detailed 
examination and respective orders, each point (or group of related points) will be noted 
upon separately in sectional notes; such notes will each begin with a list of the major 
point( s) dealt with therein and placed below the main note in a separate folder.

(9) Notes and orders will normally be recorded on note sheets in the notes portion of the file 
and will be serially numbered. Black or Blue ink will be used by all category of staff and 
officers. Only an officer of the level of Joint Secretary to Government of India and above 
may use green or red ink in rare cases.

(10) The dealing hand will append his full signature with date on the left below his note. An 
officer will append his full signature on the right hand side of the note with name, 
designation and date.

(11) A note will be divided into serially numbered paragraphs of easy size, say ten lines 
each. Paragraphs may preferably have brief titles. The first few paragraphs will give the 
profile of the problem, position of rules, precedents and the position of resources with 
proper analysis and sequence and an indication of the evidence and the conclusions 
reached. The final paragraph should weigh the arguments and recommend the best 
course of action, with a supporting draft communication, if necessary.

(12) In writing notes, the observations made in Appendix 7- 'Style in notes and drafts' will be 
kept in view.

(13)  A small margin of about one inch will be left on all sides (left, right, top and bottom) of 
each page of the note sheet to ensure better preservation of notes recorded on the files 
as at times the paper gets torn from the edges making reading of the document difficult. 
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However, notes should be typed/written on both sides of the note sheet as per 
instructions of Department of Expenditure.

(14) While preparing/submitting Notes for the Cabinet/Cabinet Committees/Groups of 
Ministers, the required procedure as detailed in Appendix-7.1 will be kept in view.

(15) While preparing/submitting of papers for consideration of the Committee of 
Secretaries, the required procedure as detailed in Appendix-7.2 will be kept in view.

(16) While constitution/reconstitution of High-level Commissions/Committees, the required 
procedure as detailed in Appendix-7.3 will be kept in view.

33. Modification of notes or orders - 

(1)  Senior officers should not require any modification in, or replacement of, the notes 
recorded by their juniors, once they have been submitted to them. Instead, the higher 
officers should record their own notes giving their views on the subject, where 
necessary correcting or modifying the facts given in earlier notes. In any case, the 
replacement or modification of the notes which have already been recorded on a file 
when the file has been further noted upon by others sh9uld not be permitted.

(2)  Pasting over a note or a portion of it to conceal what has been recorded is not desirable. 
Where a note recorded in the first instance requires any modification on account of 
additional facts or any error having come to notice, a subsequent note may be 
recorded, keeping the earlier note intact.

(3)  Where a final decision already communicated to a party is found later on to have been 
given on a mistaken ground or wrong facts or wrong interpretation of rules due to 
misunderstanding, such withdrawal may have also legal implications. In all such cases, 
in addition to consulting the Ministry of Law, wherever necessary, such a withdrawal 
should be permitted only after the approval of an officer higher than the one, who took 
the original decision, has been obtained and reasons for the reversal or modification of 
the earlier decision have been duly recorded on the file.

34. Noting on files received from other departments-

(1)  If the reference seeks the opinion, ruling or concurrence of the receiving department 
and requires detailed examination, such examination will normally be done separately 
through routine notes and only the final result will be recorded on the file by the officer 
responsible for commenting upon the reference. The officer to whom such a note is 
submitted will either accept that note or record a note of his own. In the former case, he 
may direct that the note in question or a specified portion thereof may be reproduced on 
the main file for communication to the department concerned. In the latter case, he will 
record a suitable note on the main file itself. In either case, a copy of the note recorded 
on the main file will be kept on the routine notes folder for retention in the receiving 
department before the file is returned to the originating department.

(2) The department will open subject-wise files each year in which such routine notes will 
be kept. The inter-departmental note recorded on the file of the originating department 
will bear the subject file number to facilitate filing of papers and their retrieval for future 
reference. The retrieval is faster in a computerized environment due to easier tracking.

(3) Where the reference requires information of a factual nature or other action based on a 
clear precedent or practice, the dealing hand in the receiving department may note on 
the file straightway.

(4) Where a note on a file is recorded by an officer after obtaining the orders of a higher 
officer, the fact that the views expressed therein have the approval of the latter should 
be specifically mentioned.

35. Aids to processing

(1) To facilitate processing of a case, each section will develop and maintain the following 
processing tools for important subjects dealt with by it:

(a) standing guard files;

(b) standing notes;

(c) precedent book (vide para 110);

(d) standard process sheets (for repetitive items of work only); and

(e) reference folders containing copies of circulars, etc.

The above records will also be maintained in electronic form in a computerized 
environment.

(2) Apart from copies of Acts, rules, orders and instructions concerning subjects dealt with 
by it, each section is expected to maintain, for ready reference, the Constitution of India 
and certain Acts, rules and instructions of a general nature references of most of which 
have been made in this manual. Each department is expected to procure an adequate 
number of copies of these acts, rules and instructions and make them available to all 
concerned. An illustrative list of such acts, rules and instructions is contained in 
Appendix 8. These acts, rules and instructions will be accessed electronically if 
available on website of issuing Ministries/Departments.

(3) The documentation-cum-reference system (manual as well as electronic form) will 
include reference material peculiar to the need of the functional sections and a 
consciously developed information system to act as an aid to policy formulation, review 
and operational decisions.

36. Oral discussions: 

(1) All points emerging from discussions (including telephonic discussions) between two or 
more officers of the same department or from discussions between officers of different 
departments, and the conclusions reached will be recorded precisely on the relevant 
file by the officer authorizing action.

(2) All discussions/instructions/decisions which the officer recording them considers to be 
important enough for the purpose, should be got confirmed by all those who have 
participated in or are responsible for them. This is particularly desirable in cases where 
the policy of the government is not clear or where some important deviation from the 
prescribed policy is involved or where two or more levels differ on significant issues or 
the decision itself, though agreed to by all concerned, is an important one.

37. Oral instructions by higher officers -

(1) Where an officer is giving direction (including telephonic direction) for taking action in 
any case in respect of matters on which he or his subordinate has powers to decide, he 
shall ordinarily do so in writing. If, however, the circumstances of the case are such that 
there is no time for giving the instructions in writing, he should follow it up by a written 
confirmation at the earliest.
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However, notes should be typed/written on both sides of the note sheet as per 
instructions of Department of Expenditure.

(14) While preparing/submitting Notes for the Cabinet/Cabinet Committees/Groups of 
Ministers, the required procedure as detailed in Appendix-7.1 will be kept in view.

(15) While preparing/submitting of papers for consideration of the Committee of 
Secretaries, the required procedure as detailed in Appendix-7.2 will be kept in view.

(16) While constitution/reconstitution of High-level Commissions/Committees, the required 
procedure as detailed in Appendix-7.3 will be kept in view.

33. Modification of notes or orders - 

(1)  Senior officers should not require any modification in, or replacement of, the notes 
recorded by their juniors, once they have been submitted to them. Instead, the higher 
officers should record their own notes giving their views on the subject, where 
necessary correcting or modifying the facts given in earlier notes. In any case, the 
replacement or modification of the notes which have already been recorded on a file 
when the file has been further noted upon by others sh9uld not be permitted.

(2)  Pasting over a note or a portion of it to conceal what has been recorded is not desirable. 
Where a note recorded in the first instance requires any modification on account of 
additional facts or any error having come to notice, a subsequent note may be 
recorded, keeping the earlier note intact.

(3)  Where a final decision already communicated to a party is found later on to have been 
given on a mistaken ground or wrong facts or wrong interpretation of rules due to 
misunderstanding, such withdrawal may have also legal implications. In all such cases, 
in addition to consulting the Ministry of Law, wherever necessary, such a withdrawal 
should be permitted only after the approval of an officer higher than the one, who took 
the original decision, has been obtained and reasons for the reversal or modification of 
the earlier decision have been duly recorded on the file.

34. Noting on files received from other departments-

(1)  If the reference seeks the opinion, ruling or concurrence of the receiving department 
and requires detailed examination, such examination will normally be done separately 
through routine notes and only the final result will be recorded on the file by the officer 
responsible for commenting upon the reference. The officer to whom such a note is 
submitted will either accept that note or record a note of his own. In the former case, he 
may direct that the note in question or a specified portion thereof may be reproduced on 
the main file for communication to the department concerned. In the latter case, he will 
record a suitable note on the main file itself. In either case, a copy of the note recorded 
on the main file will be kept on the routine notes folder for retention in the receiving 
department before the file is returned to the originating department.

(2) The department will open subject-wise files each year in which such routine notes will 
be kept. The inter-departmental note recorded on the file of the originating department 
will bear the subject file number to facilitate filing of papers and their retrieval for future 
reference. The retrieval is faster in a computerized environment due to easier tracking.

(3) Where the reference requires information of a factual nature or other action based on a 
clear precedent or practice, the dealing hand in the receiving department may note on 
the file straightway.

(4) Where a note on a file is recorded by an officer after obtaining the orders of a higher 
officer, the fact that the views expressed therein have the approval of the latter should 
be specifically mentioned.

35. Aids to processing

(1) To facilitate processing of a case, each section will develop and maintain the following 
processing tools for important subjects dealt with by it:

(a) standing guard files;

(b) standing notes;

(c) precedent book (vide para 110);

(d) standard process sheets (for repetitive items of work only); and

(e) reference folders containing copies of circulars, etc.

The above records will also be maintained in electronic form in a computerized 
environment.

(2) Apart from copies of Acts, rules, orders and instructions concerning subjects dealt with 
by it, each section is expected to maintain, for ready reference, the Constitution of India 
and certain Acts, rules and instructions of a general nature references of most of which 
have been made in this manual. Each department is expected to procure an adequate 
number of copies of these acts, rules and instructions and make them available to all 
concerned. An illustrative list of such acts, rules and instructions is contained in 
Appendix 8. These acts, rules and instructions will be accessed electronically if 
available on website of issuing Ministries/Departments.

(3) The documentation-cum-reference system (manual as well as electronic form) will 
include reference material peculiar to the need of the functional sections and a 
consciously developed information system to act as an aid to policy formulation, review 
and operational decisions.

36. Oral discussions: 

(1) All points emerging from discussions (including telephonic discussions) between two or 
more officers of the same department or from discussions between officers of different 
departments, and the conclusions reached will be recorded precisely on the relevant 
file by the officer authorizing action.

(2) All discussions/instructions/decisions which the officer recording them considers to be 
important enough for the purpose, should be got confirmed by all those who have 
participated in or are responsible for them. This is particularly desirable in cases where 
the policy of the government is not clear or where some important deviation from the 
prescribed policy is involved or where two or more levels differ on significant issues or 
the decision itself, though agreed to by all concerned, is an important one.

37. Oral instructions by higher officers -

(1) Where an officer is giving direction (including telephonic direction) for taking action in 
any case in respect of matters on which he or his subordinate has powers to decide, he 
shall ordinarily do so in writing. If, however, the circumstances of the case are such that 
there is no time for giving the instructions in writing, he should follow it up by a written 
confirmation at the earliest.
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(2) An officer shall, in the performance of his official duties, or in the exercise of the powers 
conferred on him, act in his best judgment except when he is acting under instructions of 
an official superior to him. In the latter case, he shall obtain the directions in writing 
wherever practicable before carrying out the instructions, and where it is not possible to 
do so, he shall obtain written confirmation of the directions as soon thereafter as 
possible. If the Officer giving the instructions is not his immediate superior but one 
higher to the latter in the hierarchy, he shall bring such instructions to the notice of his 
immediate superior at the earliest.

38. Oral orders on behalf of or from Minister:-

(1) Whenever a member of the personal staff of a Minister communicates to any officer an 
oral order on behalf of the Minister, it shall be confirmed by him in writing, immediately 
thereafter. 

(2)  If any officer receives oral instructions from the Minister or from his personal staff and 
the orders are in accordance with the norms, rules, regulations or procedures they 
should be brought to he notice of the Secretary (or the head of the department where 
the officer concerned is working in or under a non-secretariat organization).

(3) If any Officer receives oral instructions from the Minister or from his personal staff and 
the orders are not in accordance with the norms, rules, regulations or procedures, he 
should seek further clear orders from the Secretary (or the head of the Department in 
case he is working in or under a non-secretariat organization) about the line of action to 
be taken, stating clearly that the oral instructions are not in accordance with the rules, 
regulations, norms or procedures;

(4) In rare and urgent cases when the Minister is on tour/ is sick and his approval has to be 
taken on telephone, the decision of the Minister shall be conveyed by his Private 
Secretary in writing. In such cases, confirmation will be obtained on file when the 
Minister returns to Headquarters/rejoins.

39. Confirmation of oral instructions -

(1) If an officer seeks confirmation of oral instructions given by his senior, the latter should 
confirm it in writing whenever such confirmation is sought.

(2) Receipt of communications from junior Officers seeking confirmation of oral instructions 
should be acknowledged by the senior officers or their personal staff, or the personal 
staff of the Minister, as the case may be. 

40. Examination of progress of cases in which two or more authorities are consulted –

Where two or more State Governments, Central Government departments or other 
authorities are simultane9usly consulted, the examination and, where necessary, tabulation 
of the replies will ordinarily be started as soon as replies begin to arrive and not held over till 
the receipt of all the replies or the expiry of the target date. A check-list of the replies 
received/pending should be maintained in a separate folder and the position should be put up 
periodically on file after regular reminders to the defaulters.

41. Filing of papers -

(1) Papers required to be filed will be punched neatly on the left hand top corner and tagged 
on to the appropriate part of the file viz. notes, correspondence, appendix to notes and 
appendix to correspondence, in chronological order, from left to right

(2) Both 'notes portion' and 'correspondence portion' will be placed in a single file cover. 
Left end of tag in the notes portion will be tagged onto the left side of the file cover and 
right end of the tag will remain as such i.e. untagged. In the case of correspondence 
portion, right side of tag will be tagged on to the right side of the same file cover and left 
side of the tag will remain as such Le., untagged.

(3) Earlier communications referred to in the receipt or issue, will be indicated by pencil by 
giving their position on the file.

(4) (a) If the file is not bulky, appendix to notes and appendix to correspondence may be 
kept along with the respective note portion or the correspondence portion of the main 
file if these are considered as integral and important part. 

(b) If the file is bulky, separate file covers may be used for keeping appendix to notes 
and appendix to correspondence.

(5) Routine receipts and office copies of the communications issued (e.g., reminders, 
acknowledgments) and routine notes will not be allowed to clutter up the file. They will 
be placed below the file in a separate cover and destroyed when they have served their 
purpose.

(6) When the 'notes' plus the 'correspondence' portion of a file become bulky (say exceed 
150 pages), it will be stitched and marked 'Volume 1'. Further papers on the subject will 
be added to the new volume of the same file, which will be marked 'Volume II', and so 
on.

(7) In Volume II and subsequent volumes of the same file, page numbering in notes portion 
and correspondence portion will be made in continuity of the last page number in note 
portion/ correspondence portion of the earlier volume.

(8) On top of the first page of the note portion in each volume of the file, file number, name of 
the Ministry/Department, name of branch/section and subject of the file will be 
mentioned. 

42. Arrangement of papers in a case – 

The papers in a case will be arranged in the following order from top downwards:

(1) reference books;

(2) notes portion of the current file ending with the note for consideration;

(3) running summary of facts;

(4) draft for approval, if any;

(5) correspondence portion of the current file ending with the latest receipt or issue, as the 
case may be;

(6) appendix to notes and correspondence;

(7) standing guard file, standing note or reference folder, if any;

(8) other papers, if any, referred to e.g., extracts of notes or correspondence from other 
files, copies of orders, resolutions, gazettes, arranged in chronological order, the latest 
being placed on the top;
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(9) recorded files, if any, arranged in chronological order, the latest being placed on the top; 
and

(10) routine notes and papers arranged in chronological order and placed in a separate 
cover.

43. Referencing:

(1) Every page in each-part of the file (viz., notes, correspondence, appendix to notes, and 
appendix to correspondence) will be consecutively numbered in separate series in 
pencil on the right top corner. Blank intervening pages, if any will not be numbered.

(2) Each item of correspondence in a file, whether receipt or issue, will be assigned a serial 
number which will be displayed prominently in red ink at the top middle of its first page.

(3) The paper under consideration on a file will be flagged' PUC' and the latest fresh receipt 
noted upon, as 'FR'. ln no circumstances, will a slip, other than 'PUC' and 'FR', be 
attached to any paper in a current file. If there are more than one 'FR', these should be 
flagged separately as 'FR 1', 'FR II' and so on.

(4) In referring to the papers flagged 'PUC' or 'FR', the relevant page numbers will be 
quoted invariably on the margin. Other papers in a current file will be referred to by their 
page numbers only.

(5) Recorded files and other papers put up with the current file will be flagged with 
alphabetical slips for quick identification. Only one alphabetical slip will be attached to a 
recorded file or compilation. If two or more papers contained in the same file or 
compilation are to be referred to, they should be identified by the relevant page 
numbers in addition to the alphabetical slip, e.g. 'A'/23.n, 'A'/17.c, and so on.

(6) To facilitate the identification of references to papers contained in other files after the 
removal of slips, the number of the file referred to will be quoted invariably in the body of 
the note and the relevant page numbers, together with the alphabetical slip attached 
thereto, will be indicated on the margin. Similarly, the number and date of orders, 
notifications and the resolutions, and, in the case of acts, rules and regulations, their 
brief title together with the number of the relevant section, rule, paragraph or clause, 
referred to will be quoted in the body of the notes, while the alphabetical slips used will 
be indicated on the margin.

(7) Rules or other compilations referred to in a case need not be put up if copies thereof are 
expected to be available with the officer to whom the case is being submitted. The fact 
of such compilations not having been put up will be indicated on the margin of the notes 
in pencil.

(8) The reference slips will be attached neatly on the back of the papers so flagged. When a 
number of papers put up in a case are to be flagged, the slips will be spread over the 
entire width of the file so that every slip is easily visible.

44. Linking of files

(1) If the issues raised in two or more current files are so inter-connected that they must be 
dealt with together simultaneously, the relevant files will be linked in the manner 
indicated in sub-para (2) below. Such linking may also be resorted to, if a paper on one 
current file is required for reference in dealing with another current file, unless a copy of 
the paper can be conveniently placed on the first file.

(2) When files are to be linked, strings of the file board of the lower file (but not its flaps) will 
be tied around the upper file and those of the file board or flap of the upper file tied 
underneath it in a bow out of the way so that each file is intact with all its connected 
papers properly arranged on its file board or flap.

(3) On receipt after completion of action, the linked files will be immediately delinked after 
taking relevant extracts and placing them on the linked files, where necessary.

(4) In a computer environment, the file tracking system has the facility for easy linkage of 
files and its subsequent movement.

45. Use of Urgency gradings:-

(1) The two urgency gradings authorized for use on cases are 'Immediate' and 'Priority'.

(2) The label 'Immediate' will be used only in cases requiring prompt attention. Amongst the 
rest, the 'Priority' label will be used for cases which merit disposal in precedence to 
others of ordinary nature.

(3) Where Lok Sabha/Rajya Sabha labels for questions, assurances, motions, bills, 
notices etc. are used, it will not be necessary to use, in addition, 'Immediate' or 'Priority' 
label.

(4) The grading of urgency assigned to a case will be reviewed by all concerned at different 
stages of its progress and where necessary, revised. This is particularly important for 
cases proposed to be referred to other Departments.
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HANDLING OF RECEIPTS UNDER 
DESK OFFICER SYSTEM

46. General- The general principles governing the action on receipts given in para 22 will apply to 
the Desk Officer System of functioning also. While the general drill for receipt, distribution and 
handling of dak, etc., has been laid down in Chapters IV, V and VI, the special features that 
distinguish the desk-pattern from the conventional section-based functioning are given 
below.

47. Receipt of dak - The Central Registry/IFC will send dak along with invoice (Appendix 2) direct 
to the desk functionary who will acknowledge its receipt on the invoice. Each desk functionary 
will maintain a desk diary (Appendix 3).

48.  Action by desk functionary

(1) The desk functionary will examine the receipt and will:

-  in simple situations draft and issue a reply; and

- in other cases submit a draft/fair communication to Deputy Secretary/ Director/ 
Joint Secretary for approval/signature without any elaborate note.

In case of any doubt he will take appropriate action after discussion with Deputy 
Secretary/ Director/ Joint Secretary.

(2) Occasionally a communication may give rise to a problem, requiring to be solved. In 
such cases the technique of writing a self-contained paper described in para 29(2) will 
be adopted.

(3) The supporting staff (Le. stenographer, assistant, desk attache, etc.) attached to a desk 
officer will inter alia assist him in:

- filing of papers and file management.

- dealing with simple cases including issue of acknowledgments forwarding of 
papers etc.;,

- collection, compilation, collation etc. of data in given forms;

- maintaining codes, Manuals and other relevant research and reference material; 
- records management, including retrieval, review, etc.

- typing and doing other miscellaneous work that may arise from time to time 

49. Maintenance of reference materials.

Each desk functionary will develop a reliable documentation-cum-reference system (manual 
or electronic form) comprising aids to processing mentioned in para 35.

FORMS AND PROCEDURE OF COMMUNICATION

50. Forms of written communication and methods of delivery

The different forms of written communication and methods of delivery generally used by a 
department are described below. Each form has a use and, in some cases, a phraseology of its 
own. Only black or blue ink will be used in communications. A small margin of about one inch will 
be left on all sides (left, right, top and bottom) of each page of communication to ensure better 
preservation of records as at times the paper gets torn from the edges, making reading of the 
documents difficult. Specimens of these forms are given in Appendix 9.

(1) Letter- This form is used for corresponding with Foreign Governments, State 
Governments, the Union Public Service Commission and other constitutional bodies, 
heads of attached and subordinate offices, public enterprises, statutory authorities, 
public bodies and members of the public generally. A letter begins with the salutation 
"Sir/Madam" as may be appropriate and ends with the subscription "Yours faithfully".

(2) Demi-official letter -

(a) This form is generally used in correspondence between Government officers for 
an interchange or communication of opinion or information without the formality of 
the prescribed procedures. It may also be used when it is desired that the matter 
should receive personal attention of the individual addressed. Since demi-official 
letter is written in the first person in a personal and friendly tone, it should be 
addressed by an officer in a Ministry/Department who is ordinarily not more than 
one or two levels below the officer to whom such communication is addressed.

Note: Forthe pyrpose of determination of level, Secretary/Additional Secretary 
and Director / Deputy Secretary will be considered as one level.

(b) Communications to non-officials can also take the form of a demi-official letter.

(3) Office Memorandum- This form is generally used for corresponding with other 
Departments or in calling for information from or conveying information to its 
employees. It may also be used in corresponding with attached and subordinate 
offices. It is written in the third person and bears no salutation or subscription except the 
name and designation of the officer signing it.

(4) Inter-departmental note (I.D.Note)

(a) This form is generally employed for obtaining the advice, views, concurrence or 
comments of other Departments on a proposal or in seeking clarification of the 
existing rules, instructions etc. It may also be used by a department when 
consulting its attached and subordinate-offices and vice-versa.

(b) The inter-departmental note may either be recorded on a file referred to another 
department or may take the form of an independent self-contained note. The 
subject need not be mentioned when recorded on the file itself.

Note: Formerly [Le. prior to publication of 6th Edition of CSMOP in 1975 the tD. Note used to 
be known as Unofficial Note (U.O.Note)].

(5) Telegram

(a) This form is used for communicating with outstation parties in matters demanding 
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prompt attention. The text of the telegram should be as brief as possible.

(b) Telegrams are of two kinds viz. enclair telegrams and cypher code telegrams. The 
former are worded in plain language. The latter are expressed in secret language 
(code or cypher or both) but a combination in the same telegram of figures and 
letters having a secret meaning is not permitted. In editing, numbering and issuing of 
cypher/code telegrams, the instructions issued by the Ministry of External Affairs in 
respect of external telegrams and by the Ministry of Home Affairs in the case of 
internal telegrams from time to time, should be carefully observed.

(c) There are four gradings of urgency authorized for use in State telegrams viz: (i) 
'SVH', (ii) 'Most Immediate' and (iii) 'Operation Immediate' and (iv) 'Immediate'. 
The use of these grading is regulated by the rules issued by the Department of 
Posts. Relevant extracts from these rules are contained in Appendix 10.

(d) Telegrams, other than cypher and code telegrams, should normally be followed 
by post copies.

(6) Fax facility- In urgent and important matters (including legal and financial messages), 
departments may use fax facilities to send messages, wherever available. Offices not 
connected through fax but having telex facilities, may send urgent and important 
messages through telex, instead of a telegram in communicating with outstation offices.

(7) Registered Post/Registered A D (Acknowledgment Due)- This method of delivery is 
used in communicating with offices to ensure receipt of the communication and in the 
case of Registered A D an acknowledgment of the delivery is also received by the 
issuing office.

(8) Speed Post- This method of delivery is used to ensure quick receipt of messages 
warranting urgent attention at the receiving end and an acknowledgment of the delivery 
is also received by the issuing office.

(9) Office order- This form is normally used for issuing instructions meant for day to day 
internal administration, e.g., grant of regular leave, distribution of work among officers 
and sections, appointments and transfers, etc.

(10) Order- This form is generally used for issuing certain types of financial sanctions and for 
communicating government orders in disciplinary cases, etc., to the officials concerned.

(11) Notification - This form is mostly used in notifying the promulgation of statutory rules 
and orders, appointments and promotions of gazetted officers, etc. through 
publications in the Gazette of India. The composition of the gazette, the types of matters 
to be published in each part and section thereof, the instructions for sending the matter 
for publication therein and for sending copies thereof are indicated in Appendix 11.

(12) Resolution- This form of communication is used for making public announcement of 
decisions of government in important matters of policy, e.g., the policy of industrial 
licensing, appointment of committees or commissions of enquiry. Resolutions are also 
published in the Gazette-of-India.

(13)  Press communique/note- This form is used when it is proposed to give wide publicity to 
a decision of government. A press communique is more formal in character than a press 
note and is expected to be reproduced intact by the press. A press note, on the other 
hand, is intended to serve as a hand-out to the press which may edit, compress or 
enlarge it, as deemed fit.

(14) Endorsement- This form is used when a paper has to be returned in original to the 
sender, or the paper in original or its copy is sent to another department or office, for 
information or action. It is also used when a copy of a communication is proposed to be 
forwarded to parties other than the one to which it is addressed. Normally this form will 
not be used in communicating copies to state governments. The appropriate form for 
such communication should be a letter.

(15) Circular- This form is used when important and urgent external communications 
received or important and urgent decisions taken internally have to be circulated within 
a department for information and compliance by a large number of employees.

(16)  Advertisement- This form is used for reaching out to the general public to create 
awareness about government policies and operational matters. It may take the form of 
audio-visual or written communication or both.

(17) E-mail- This is a paperless form of communication to be used by department having 
computer facilities supported by internet or intranet connectivity.

51. Telephonic communications

(1) Appropriate use of the medium of telephone may be made by departments for intra and 
inter-departmental consultation and for communication of information between parties 
situated locally.

(2) In matters of urgency, departments may communicate with out-station offices also over 
the telephone. (3) The provisions of para 50(5) (c) also apply to official trunk calls. (4) 
Telephonic communications, wherever necessary, may be followed by written 
communications by way of confirmation. (5) Resort to ISO! STD and trunk calls will be 
regulated by departmental instructions.

52. Correspondence with attached and subordinate offices

(1) (a) Senior Officers! Head of a subordinate/attached office under an administrative 
Ministry/Department will correspond in respect of matters involving intervention! 
approval of another Ministry! Department in a note form to their concerned 
Ministry/Department.

(b) Head of an autonomous body under an administrative Ministry will write in respect 
of matters involving intervention/approval of another Ministry! Department to the 
Secretary of the concerned Ministry/ Department in a letter form.

(c) In both the cases, concerned Ministry! Department, if required, will take up the 
matter with another ministry.

(d) Attached office! subordinate office may, however, seek factual information from 
another Ministry/ Department directly.

(e) An officer of a subordinate office/attached office! autonomous body will not 
correspond directly with the Minister of another Ministry except the Head of a 
statutory body/ regulatory authority set up by an Act of Parliament.

(2) In the case of their own attached offices/subordinate offices placed directly under them 
Le without the intervention of an attached office, as are located in Delhi/New Delhi- 
referred to herein as 'Non-Secretariat Organization' (NSO) for convenience- the 
departments will introduce the Single File System of correspondence, details of which 
are in para 53.
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prompt attention. The text of the telegram should be as brief as possible.

(b) Telegrams are of two kinds viz. enclair telegrams and cypher code telegrams. The 
former are worded in plain language. The latter are expressed in secret language 
(code or cypher or both) but a combination in the same telegram of figures and 
letters having a secret meaning is not permitted. In editing, numbering and issuing of 
cypher/code telegrams, the instructions issued by the Ministry of External Affairs in 
respect of external telegrams and by the Ministry of Home Affairs in the case of 
internal telegrams from time to time, should be carefully observed.

(c) There are four gradings of urgency authorized for use in State telegrams viz: (i) 
'SVH', (ii) 'Most Immediate' and (iii) 'Operation Immediate' and (iv) 'Immediate'. 
The use of these grading is regulated by the rules issued by the Department of 
Posts. Relevant extracts from these rules are contained in Appendix 10.

(d) Telegrams, other than cypher and code telegrams, should normally be followed 
by post copies.

(6) Fax facility- In urgent and important matters (including legal and financial messages), 
departments may use fax facilities to send messages, wherever available. Offices not 
connected through fax but having telex facilities, may send urgent and important 
messages through telex, instead of a telegram in communicating with outstation offices.

(7) Registered Post/Registered A D (Acknowledgment Due)- This method of delivery is 
used in communicating with offices to ensure receipt of the communication and in the 
case of Registered A D an acknowledgment of the delivery is also received by the 
issuing office.

(8) Speed Post- This method of delivery is used to ensure quick receipt of messages 
warranting urgent attention at the receiving end and an acknowledgment of the delivery 
is also received by the issuing office.

(9) Office order- This form is normally used for issuing instructions meant for day to day 
internal administration, e.g., grant of regular leave, distribution of work among officers 
and sections, appointments and transfers, etc.

(10) Order- This form is generally used for issuing certain types of financial sanctions and for 
communicating government orders in disciplinary cases, etc., to the officials concerned.

(11) Notification - This form is mostly used in notifying the promulgation of statutory rules 
and orders, appointments and promotions of gazetted officers, etc. through 
publications in the Gazette of India. The composition of the gazette, the types of matters 
to be published in each part and section thereof, the instructions for sending the matter 
for publication therein and for sending copies thereof are indicated in Appendix 11.

(12) Resolution- This form of communication is used for making public announcement of 
decisions of government in important matters of policy, e.g., the policy of industrial 
licensing, appointment of committees or commissions of enquiry. Resolutions are also 
published in the Gazette-of-India.

(13)  Press communique/note- This form is used when it is proposed to give wide publicity to 
a decision of government. A press communique is more formal in character than a press 
note and is expected to be reproduced intact by the press. A press note, on the other 
hand, is intended to serve as a hand-out to the press which may edit, compress or 
enlarge it, as deemed fit.

(14) Endorsement- This form is used when a paper has to be returned in original to the 
sender, or the paper in original or its copy is sent to another department or office, for 
information or action. It is also used when a copy of a communication is proposed to be 
forwarded to parties other than the one to which it is addressed. Normally this form will 
not be used in communicating copies to state governments. The appropriate form for 
such communication should be a letter.

(15) Circular- This form is used when important and urgent external communications 
received or important and urgent decisions taken internally have to be circulated within 
a department for information and compliance by a large number of employees.

(16)  Advertisement- This form is used for reaching out to the general public to create 
awareness about government policies and operational matters. It may take the form of 
audio-visual or written communication or both.

(17) E-mail- This is a paperless form of communication to be used by department having 
computer facilities supported by internet or intranet connectivity.

51. Telephonic communications

(1) Appropriate use of the medium of telephone may be made by departments for intra and 
inter-departmental consultation and for communication of information between parties 
situated locally.

(2) In matters of urgency, departments may communicate with out-station offices also over 
the telephone. (3) The provisions of para 50(5) (c) also apply to official trunk calls. (4) 
Telephonic communications, wherever necessary, may be followed by written 
communications by way of confirmation. (5) Resort to ISO! STD and trunk calls will be 
regulated by departmental instructions.

52. Correspondence with attached and subordinate offices

(1) (a) Senior Officers! Head of a subordinate/attached office under an administrative 
Ministry/Department will correspond in respect of matters involving intervention! 
approval of another Ministry! Department in a note form to their concerned 
Ministry/Department.

(b) Head of an autonomous body under an administrative Ministry will write in respect 
of matters involving intervention/approval of another Ministry! Department to the 
Secretary of the concerned Ministry/ Department in a letter form.

(c) In both the cases, concerned Ministry! Department, if required, will take up the 
matter with another ministry.

(d) Attached office! subordinate office may, however, seek factual information from 
another Ministry/ Department directly.

(e) An officer of a subordinate office/attached office! autonomous body will not 
correspond directly with the Minister of another Ministry except the Head of a 
statutory body/ regulatory authority set up by an Act of Parliament.

(2) In the case of their own attached offices/subordinate offices placed directly under them 
Le without the intervention of an attached office, as are located in Delhi/New Delhi- 
referred to herein as 'Non-Secretariat Organization' (NSO) for convenience- the 
departments will introduce the Single File System of correspondence, details of which 
are in para 53.
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Note: The Single File System will not apply to correspondence between a department and 
any statutory, corporate or other autonomous body which might be owned or controlled by it.

53. Single File System (SFS) -

(1) This will apply to matters which have to be referred by the Non-Secretariat Organization 
(NSO) to the department for seeking a sanction/order, Le. a decision not within its own 
delegated powers.

(2) The file cover of an SFS case should prominently show the name of the (originating) NSO and 
likewise indicate that it follows the SFS system.

(3) The SFS file need not bear an I.D. No. or other formal method of sending, but will be sent as 
though it is from one officer to another in the same organization.

(4) The SFS file should be complete in all respects, so as to enable the department to take a 
decision expeditiously; hence the NSO will ensure that:

(a) every point for decision/order is clearly brought out;

(b) all relevant connected papers are placed on the file, properly arranged and referred to;

(c) draft orders/sanctions are put up, where they are required to be approved by the 
department for issue; and

(d) the availability of funds, etc., is certified where additional expenditure is involved in the 
proposal.

(5) The officer last dealing with the SFS case in the NSO will mark it to the appropriate officer in 
the department, by name; policy files will, however, be referred to the department at 
appropriate levels to be determined by the department and the NSO concerned, through a 
general order.

(6) All SFS files will be invariably routed through the central registry of the department concerned. 
Their receipt will be entered electronically or in a separate register which will also record, 
against the relevant receipt entry, the despatch of the file on its return to the NSO.

(7) As a rule, all notings in the department will be on the NSO file. However, where sensitive or 
delicate matters in the sphere of personnel, policy issues and finance are involved; the 
recording of notes in 'duplicate' files may be permitted by issuing general or special orders by 
the department. This will be done at a particular stage of the SFS case or at or above a 
particular level, with the final decision thereafter being suitably recorded on the SFS file.

(8) As a convention, the secretariat noting on a SFS file will start on a new page and the 
noting done sequentially, except in matters of the nature referred to in (7) above.

(9) Action to implement the government decision in SFS case will be initiated in and by the NSO 
on the return of the file. Orders so issued should specifically state that they have received the 
concurrence of Government in the department concerned. Copies of every sanction/order so 
issued by the NSO will be endorsed without fail to all the officers concerned in the department.

54. Inter-departmental consultation

(1) Inter-departmental consultation may take the form of inter-departmental notes, inter 
departmental meetings or oral discussions.

(2) In making written inter-departmental references, the following points should be 
observed:

(a) Inter-departmental references will normally be made under the directions of an 
officer not below the rank of Under Secretary or as may be provided by the 
departmental instructions.

(b) The points on which the opinion of other departments is sought or which it is 
desired to bring to their notice should be clearly stated.

(c) Where possible, the drafts of the orders proposed to be issued may also be 
shown to the departments sought to be consulted.

(d) When it is necessary to consult more than one department on a case, such 
consultation may be effected simultaneously by self-contained inter-
departmental notes unless:

(i) it involves copying of a large number of documents available on the file; or

(ii) the need for consulting the second Department would arise only after the 
views of the first have become available.

(3) (a) When such a reference requires concurrence of one or more Ministries under the 
Government of India (Transaction of Business) Rules, the following further points 
should be observed:

(i) The originating Ministry should invariably prescribe a time-limit when 
calling for comments or concurrence from other Ministries.

(ii) In case any of the Ministries so consulted is not in a position to send its 
comments/concurrence within the prescribed time-limit, it should write back 
promptly, in any case before the prescribed time-limit, and indicate the 
additional time they would require for furnishing their final reply.

(b) When such a reference does not require such concurrence under the Rules, the 
originating Ministry need not wait for the comments of other Ministry beyond the 
prescribed time-limit, and it should feel free to go ahead with its scheme/proposal 
without waiting any longer.

(c) The initiating Ministry should always feel free to recall its file from another Ministry, 
to which such a reference has been made on a file, if such a course is required to 
be adopted for expediting the process of decision-making in the case. Such a 
decision to recall a file should be taken at a level not lower than that of a Branch 
Officer in the originating Ministry.

(4) Inter-departmental meetings may be held where it is necessary to elicit the opinion of 
other departments on important cases and arrive at a decision within a limited time. No 
such meeting will normally be convened except under the orders of an officer not below 
the level of Joint Secretary. In respect of such meetings, it will be ensured that:

(a) the representatives attending the meeting are officers who can take decisions on 
behalf of their departments;

(b) an agenda setting up clearly the points for discussion is prepared and sent along 
with the proposal for holding the meeting, allowing adequate time for the 
representatives of other departments to prepare themselves for the meeting; and

(c) a record of discussions is prepared immediately after the meeting and circulated 
to the other departments concerned, setting out the conclusions reached and 
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Note: The Single File System will not apply to correspondence between a department and 
any statutory, corporate or other autonomous body which might be owned or controlled by it.

53. Single File System (SFS) -

(1) This will apply to matters which have to be referred by the Non-Secretariat Organization 
(NSO) to the department for seeking a sanction/order, Le. a decision not within its own 
delegated powers.

(2) The file cover of an SFS case should prominently show the name of the (originating) NSO and 
likewise indicate that it follows the SFS system.

(3) The SFS file need not bear an I.D. No. or other formal method of sending, but will be sent as 
though it is from one officer to another in the same organization.

(4) The SFS file should be complete in all respects, so as to enable the department to take a 
decision expeditiously; hence the NSO will ensure that:

(a) every point for decision/order is clearly brought out;

(b) all relevant connected papers are placed on the file, properly arranged and referred to;

(c) draft orders/sanctions are put up, where they are required to be approved by the 
department for issue; and

(d) the availability of funds, etc., is certified where additional expenditure is involved in the 
proposal.

(5) The officer last dealing with the SFS case in the NSO will mark it to the appropriate officer in 
the department, by name; policy files will, however, be referred to the department at 
appropriate levels to be determined by the department and the NSO concerned, through a 
general order.

(6) All SFS files will be invariably routed through the central registry of the department concerned. 
Their receipt will be entered electronically or in a separate register which will also record, 
against the relevant receipt entry, the despatch of the file on its return to the NSO.

(7) As a rule, all notings in the department will be on the NSO file. However, where sensitive or 
delicate matters in the sphere of personnel, policy issues and finance are involved; the 
recording of notes in 'duplicate' files may be permitted by issuing general or special orders by 
the department. This will be done at a particular stage of the SFS case or at or above a 
particular level, with the final decision thereafter being suitably recorded on the SFS file.

(8) As a convention, the secretariat noting on a SFS file will start on a new page and the 
noting done sequentially, except in matters of the nature referred to in (7) above.

(9) Action to implement the government decision in SFS case will be initiated in and by the NSO 
on the return of the file. Orders so issued should specifically state that they have received the 
concurrence of Government in the department concerned. Copies of every sanction/order so 
issued by the NSO will be endorsed without fail to all the officers concerned in the department.

54. Inter-departmental consultation

(1) Inter-departmental consultation may take the form of inter-departmental notes, inter 
departmental meetings or oral discussions.

(2) In making written inter-departmental references, the following points should be 
observed:

(a) Inter-departmental references will normally be made under the directions of an 
officer not below the rank of Under Secretary or as may be provided by the 
departmental instructions.

(b) The points on which the opinion of other departments is sought or which it is 
desired to bring to their notice should be clearly stated.

(c) Where possible, the drafts of the orders proposed to be issued may also be 
shown to the departments sought to be consulted.

(d) When it is necessary to consult more than one department on a case, such 
consultation may be effected simultaneously by self-contained inter-
departmental notes unless:

(i) it involves copying of a large number of documents available on the file; or

(ii) the need for consulting the second Department would arise only after the 
views of the first have become available.

(3) (a) When such a reference requires concurrence of one or more Ministries under the 
Government of India (Transaction of Business) Rules, the following further points 
should be observed:

(i) The originating Ministry should invariably prescribe a time-limit when 
calling for comments or concurrence from other Ministries.

(ii) In case any of the Ministries so consulted is not in a position to send its 
comments/concurrence within the prescribed time-limit, it should write back 
promptly, in any case before the prescribed time-limit, and indicate the 
additional time they would require for furnishing their final reply.

(b) When such a reference does not require such concurrence under the Rules, the 
originating Ministry need not wait for the comments of other Ministry beyond the 
prescribed time-limit, and it should feel free to go ahead with its scheme/proposal 
without waiting any longer.

(c) The initiating Ministry should always feel free to recall its file from another Ministry, 
to which such a reference has been made on a file, if such a course is required to 
be adopted for expediting the process of decision-making in the case. Such a 
decision to recall a file should be taken at a level not lower than that of a Branch 
Officer in the originating Ministry.

(4) Inter-departmental meetings may be held where it is necessary to elicit the opinion of 
other departments on important cases and arrive at a decision within a limited time. No 
such meeting will normally be convened except under the orders of an officer not below 
the level of Joint Secretary. In respect of such meetings, it will be ensured that:

(a) the representatives attending the meeting are officers who can take decisions on 
behalf of their departments;

(b) an agenda setting up clearly the points for discussion is prepared and sent along 
with the proposal for holding the meeting, allowing adequate time for the 
representatives of other departments to prepare themselves for the meeting; and

(c) a record of discussions is prepared immediately after the meeting and circulated 
to the other departments concerned, setting out the conclusions reached and 
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indicating the department or departments responsible for taking further action on 
each conclusion

(5) On occasions it may be necessary to have oral discussions (including teleconferencing 
or video conferencing) with officers of other departments, e.g., when: 

(a) a preliminary discussion between the officers of the departments concerned is 
likely to help in the disposal of the case;

(b) it is desirable to reach a preliminary agreement before proceeding further in the 
matter;

(c) inter-departmental noting reveals a difference of opinion between two or more 
departments; or

(d) it is proposed to seek only information or advice of the department to be 
consulted. The result of such oral consultation should be recorded in a single 
note on the file by the officer of the department to which the case belongs. The 
note will state clearly the conclusions reached and the reasons thereof. A copy of 
the note will also be sent to the departments consulted in order that they have a 
record of the conclusions reached.

(6) Reopening of decisions arrived at after proper inter-departmental consultations should 
normally be avoided. In case adequate grounds exist for re-opening of such issues, it 
should be settled after a quick re-assessment. .

(7) In case two or more departments persist in their respective viewpoints leading to a 
deadlock or impasse, such issues should be sorted out by raising the level of 
consideration to a forum like the Committee of Secretaries headed by the Cabinet 
Secretary or to the level of Ministers concerned, to arrive at a quick decision without 
continuing with protracted correspondence/discussions among the disputing 
departments.

(8) Nodal Ministries/Departments, which render advice to various departments and do so 
through different Divisions, will ensure that the views expressed by them at inter-
departmental discussions are consistent, and they are not found deviating from their 
views on different occasions. The expression of conflicting views by the different 
Divisions of the same department during such inter-departmental discussions should 
be discouraged.

55. Nodal Ministries/Departments- In order that the number of interdepartmental references 
are minimized so as to facilitate reduced paperwork and secure faster decision-making, nodal 
Ministries/ Departments such as Law, Finance, Personnel, Power, Electronics, Environment, 
Planning Commission, Surface Transport, Petroleum, Science & Technology etc. may lay 
down clear guidelines on their respective subjects for individual departments to follow. 
Guidelines should be so framed that reference to nodal departments will be necessary in 
exceptional cases only.

56. References to the Attorney - General of India-References to the Attorney-General will be 
made only by the Ministry of Law and Justice.

57. References to constitutional/statutory Authorities- References to constitutional and 
statutory authorities such as Election Commission of India will normally be made in the letter 
form addressed to Principal Secretary/Secretary. In no case an office memorandum will be 
sent to such authorities by the Ministries/ Departments.

58. References to the Comptroller and Auditor General of India - References to the 
Comptroller and Auditor General of India for his views or advice can be made only by or 
through the Ministry of Finance. In matters of day-to-day administration, 
Ministries/departments may, however, at their discretion, correspond direct with the Office of 
the Comptroller and Auditor General of India.

59. References to the Union Pubic Service Commission - References to the Union Public 
Service Commission will normally be made in the form of a letter addressed to the Secretary. 
In certain matters, e.g., requisitions for recruitment, formal references should ordinarily be 
preceded by personal discussion at appropriate levels.

60. Correspondence with Union Territory Administrations - All communications of a routine 
nature which clearly relate to the business of a particular department, will ordinarily be 
addressed to the Secretary in the appropriate department. Other important communications 
may be addressed to the Chief Secretary or the Administrator, by an officer of senior level.

61. Correspondence with State Governments - 

(1) Communications on the subjects which clearly relate to the business of a particular 
department will normally be addressed to the Secretary of that department. Other 
communications including those of special nature or importance warranting attention at 
higher levels may be addressed to the Chief Secretary. Demi-official letters can also be 
sent to officers of State Governments. In case of demi-official communications to the 
Chief Secretary of a State, this level will not be below the level of Joint Secretary.

(2) Communications other than those of a purely routine nature e.g., acknowledgments will 
not ordinarily be addressed to State Governments, except with the prior approval and 
over the signature of the branch officer. Purely routine communications can, however, 
be signed by a section officer.

62. Correspondence with the Lok Sabha and the Rajya Sabha Secretariats -  
Communications meant for the Lok Sabha Secretariat or the Rajya Sabha Secretariat and 
requiring urgent or high level attention may be addressed to the officers concerned in the 
Secretariat of the House concerned and not to the Secretary General.

63. Correspondence with Members of Parliament -

(1) Communications received from Members of Parliament should be attended to promptly. 

(2) Where a communication is addressed to a Minister, it should, as far as practicable, be 
replied to by the Minister himself. In other cases, a reply should normally be issued over 
the signature of an officer of the rank of Secretary only.

(3) Where, however, a communication is addressed to the head of an attached or 
subordinate office, Public Sector Undertakings, Financial Institutions (including 
nationalized banks) Division/Branch In charge in a Ministry/ Department/ Organisation, 
it should be replied to by the addressee himself. In routine matters, he may send an 
appropriate reply on his own. In policy matters, however, the officer should have prior 
approval of higher authorities before sending a reply. It  should, however, be ensured 
that the minimum level at which such replies are sent to Members of Parliament is that 
of Under Secretary and that also in a polite letter form only.

(4) Normally information sought by a Member should be supplied unless it is of such a 
nature that it would have been denied to him even if asked for on the floor of the Houses 
of Parliament. 
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indicating the department or departments responsible for taking further action on 
each conclusion

(5) On occasions it may be necessary to have oral discussions (including teleconferencing 
or video conferencing) with officers of other departments, e.g., when: 

(a) a preliminary discussion between the officers of the departments concerned is 
likely to help in the disposal of the case;

(b) it is desirable to reach a preliminary agreement before proceeding further in the 
matter;

(c) inter-departmental noting reveals a difference of opinion between two or more 
departments; or

(d) it is proposed to seek only information or advice of the department to be 
consulted. The result of such oral consultation should be recorded in a single 
note on the file by the officer of the department to which the case belongs. The 
note will state clearly the conclusions reached and the reasons thereof. A copy of 
the note will also be sent to the departments consulted in order that they have a 
record of the conclusions reached.

(6) Reopening of decisions arrived at after proper inter-departmental consultations should 
normally be avoided. In case adequate grounds exist for re-opening of such issues, it 
should be settled after a quick re-assessment. .

(7) In case two or more departments persist in their respective viewpoints leading to a 
deadlock or impasse, such issues should be sorted out by raising the level of 
consideration to a forum like the Committee of Secretaries headed by the Cabinet 
Secretary or to the level of Ministers concerned, to arrive at a quick decision without 
continuing with protracted correspondence/discussions among the disputing 
departments.

(8) Nodal Ministries/Departments, which render advice to various departments and do so 
through different Divisions, will ensure that the views expressed by them at inter-
departmental discussions are consistent, and they are not found deviating from their 
views on different occasions. The expression of conflicting views by the different 
Divisions of the same department during such inter-departmental discussions should 
be discouraged.

55. Nodal Ministries/Departments- In order that the number of interdepartmental references 
are minimized so as to facilitate reduced paperwork and secure faster decision-making, nodal 
Ministries/ Departments such as Law, Finance, Personnel, Power, Electronics, Environment, 
Planning Commission, Surface Transport, Petroleum, Science & Technology etc. may lay 
down clear guidelines on their respective subjects for individual departments to follow. 
Guidelines should be so framed that reference to nodal departments will be necessary in 
exceptional cases only.

56. References to the Attorney - General of India-References to the Attorney-General will be 
made only by the Ministry of Law and Justice.

57. References to constitutional/statutory Authorities- References to constitutional and 
statutory authorities such as Election Commission of India will normally be made in the letter 
form addressed to Principal Secretary/Secretary. In no case an office memorandum will be 
sent to such authorities by the Ministries/ Departments.

58. References to the Comptroller and Auditor General of India - References to the 
Comptroller and Auditor General of India for his views or advice can be made only by or 
through the Ministry of Finance. In matters of day-to-day administration, 
Ministries/departments may, however, at their discretion, correspond direct with the Office of 
the Comptroller and Auditor General of India.

59. References to the Union Pubic Service Commission - References to the Union Public 
Service Commission will normally be made in the form of a letter addressed to the Secretary. 
In certain matters, e.g., requisitions for recruitment, formal references should ordinarily be 
preceded by personal discussion at appropriate levels.

60. Correspondence with Union Territory Administrations - All communications of a routine 
nature which clearly relate to the business of a particular department, will ordinarily be 
addressed to the Secretary in the appropriate department. Other important communications 
may be addressed to the Chief Secretary or the Administrator, by an officer of senior level.

61. Correspondence with State Governments - 

(1) Communications on the subjects which clearly relate to the business of a particular 
department will normally be addressed to the Secretary of that department. Other 
communications including those of special nature or importance warranting attention at 
higher levels may be addressed to the Chief Secretary. Demi-official letters can also be 
sent to officers of State Governments. In case of demi-official communications to the 
Chief Secretary of a State, this level will not be below the level of Joint Secretary.

(2) Communications other than those of a purely routine nature e.g., acknowledgments will 
not ordinarily be addressed to State Governments, except with the prior approval and 
over the signature of the branch officer. Purely routine communications can, however, 
be signed by a section officer.

62. Correspondence with the Lok Sabha and the Rajya Sabha Secretariats -  
Communications meant for the Lok Sabha Secretariat or the Rajya Sabha Secretariat and 
requiring urgent or high level attention may be addressed to the officers concerned in the 
Secretariat of the House concerned and not to the Secretary General.

63. Correspondence with Members of Parliament -

(1) Communications received from Members of Parliament should be attended to promptly. 

(2) Where a communication is addressed to a Minister, it should, as far as practicable, be 
replied to by the Minister himself. In other cases, a reply should normally be issued over 
the signature of an officer of the rank of Secretary only.

(3) Where, however, a communication is addressed to the head of an attached or 
subordinate office, Public Sector Undertakings, Financial Institutions (including 
nationalized banks) Division/Branch In charge in a Ministry/ Department/ Organisation, 
it should be replied to by the addressee himself. In routine matters, he may send an 
appropriate reply on his own. In policy matters, however, the officer should have prior 
approval of higher authorities before sending a reply. It  should, however, be ensured 
that the minimum level at which such replies are sent to Members of Parliament is that 
of Under Secretary and that also in a polite letter form only.

(4) Normally information sought by a Member should be supplied unless it is of such a 
nature that it would have been denied to him even if asked for on the floor of the Houses 
of Parliament. 
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(5) As far as possible, in corresponding with Members of Parliament, pre-printed or 
cyclostyled replies should be avoided.

(6) In case a reference from an ex-Member of Parliament is addressed to a Minister or 
Secretary, reply to such reference may be sent by the concerned Divisional Head after 
obtaining approval of the Secretary of the Ministry/Department. In case the reference is 
addressed to a lower level officer, reply to such reference could be sent by the officer on 
his own in non-policy cases and after obtaining approval of the higher authorities in 
policy cases,. However, the lowest level at which reply could be sent, should be that of 
an Under Secretary and that too in a polite letter form only.

64. Correspondence with Ministers of State Governments- The procedure laid down in the 
above paragraph (No. 63) may also be followed in dealing with communications received 
from the Ministers of State Governments.

65. Correspondence with Foreign Governments and International Organizations 
correspondence with Foreign Governments and their Missions in India, Heads of Indian 
Diplomatic Missions and posts abroad and United Nations and its specialised agencies will 
normally be channelized through the Ministry of External Affairs. The exceptions under which 
direct correspondence may be resorted to are indicated in the instructions entitled "Channel 
of communication between the Government of India and State Governments on the one 
hand; and Foreign and Commonwealth Governments or their Missions in India, Heads of 
Indian Diplomatic Missions and posts abroad and United Nations and its specialized agencies 
on the other" issued by the Ministry of External Affairs.

66. Prompt response to letters received - 

(1) Each communication received from a Member of Parliament, member of the public, 
recognized association or a public body will be acknowledged within 15 days, followed 
by a reply within the next 15 days of acknowledgment sent.

(2) Where (i) delay is anticipated in sending a final reply, or (ii) information has to be 
obtained from another Ministry or another office, an interim reply will be sent within a 
month (from the date of receipt) indicating the possible date by which a final reply can 
be given.

(3) If any such communication is wrongly addressed to a department, it will be transferred 
promptly (within a week) to the appropriate department under intimation to the party 
concerned.

(4) Where the request of a member of the public cannot be acceded to for any reason, 
reasons for not acceding to such a request should be given courteously.

(5) As far as possible, requests from members of public, should be looked at from the user's 
point of view and not solely from the point of view of what may be administratively 
convenient.

67. Target date for replies- In all important matters in which State Governments, departments of 
the Central Government, or other offices, public bodies or individuals are consulted, time limit 
for replies may ordinarily be specified. On expiry of the specified date, orders of the 
appropriate authority may be obtained on whether the offices, whose replies have not been 
received, may be allowed an extension of time or whether the matter may be processed, 
without waiting for their replies.

DRAFTING OF COMMUNICATIONS

68. Procedure for drafting

(1) No draft is required to be prepared in simple and straight-forward cases or those of a 
repetitive nature for which standard forms of communication exist. Such cases may be 
submitted to the appropriate officer with fair copies of the communication for signature.

(2) It is not always necessary to await the approval of the proposed line of action and the 
draft will be put up simultaneously along with the notes by the initiating level officer. The 
higher officer may revise the draft, if it does not conform to the approved course of 
action.

(3) After a final decision is taken by the competent authority he may have the fair 
communication made for his signature and authorize its issue; otherwise, he will 
prepare a draft and submit it to the appropriate higher officer for approval.

(4) The officer approving the issue of a draft will append his initials with date on the draft. It 
is also expected that he orders on the file simultaneously whether the draft so approved 
should be kept on the file (along with the office copy of the communication issued in fair) 
or not.

(5) Initial drafting will be done in black or blue ink. Modifications in the draft at the 
subsequent levels may be made in green or red ink by the officers so as to distinguish 
the corrections made.

69. General instructions for drafting

(1) A draft should carry the message sought to be conveyed in a language that is clear, 
concise and incapable of misconstruction.

(2) Lengthy sentences, abruptness, redundancy, circumlocution, superlatives and 
repetition, whether of words, observations or ideas, should be avoided.

(3) Official communications emanating from a department and purporting to convey the 
views or orders of the Government of India must specifically be expressed to have been 
written under the directions of Government. This requirement does not, however, imply 
that each communication should start with the phrase 'I am directed to say' or 'The 
undersigned is directed to convey', which has the effect of distancing the communicator 
from the reader at the very outset. A more direct and to-the-point format is to be 
preferred if some degree of rapport is to be established with the receiver of the 
communication. The obligatory requirement can be met in a variety of imaginative 
ways. For instance, variations of the phrase can be added to the operative part of the 
letter towards the end as under:

......... I have the pleasure to inform you that the government, on reconsideration of the 
matter, has decided to sanction an additional grant of : .....

or

........ In the circumstances, it is regretted that it has not been found possible to accede 
to your request.

or
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(5) As far as possible, in corresponding with Members of Parliament, pre-printed or 
cyclostyled replies should be avoided.

(6) In case a reference from an ex-Member of Parliament is addressed to a Minister or 
Secretary, reply to such reference may be sent by the concerned Divisional Head after 
obtaining approval of the Secretary of the Ministry/Department. In case the reference is 
addressed to a lower level officer, reply to such reference could be sent by the officer on 
his own in non-policy cases and after obtaining approval of the higher authorities in 
policy cases,. However, the lowest level at which reply could be sent, should be that of 
an Under Secretary and that too in a polite letter form only.

64. Correspondence with Ministers of State Governments- The procedure laid down in the 
above paragraph (No. 63) may also be followed in dealing with communications received 
from the Ministers of State Governments.

65. Correspondence with Foreign Governments and International Organizations 
correspondence with Foreign Governments and their Missions in India, Heads of Indian 
Diplomatic Missions and posts abroad and United Nations and its specialised agencies will 
normally be channelized through the Ministry of External Affairs. The exceptions under which 
direct correspondence may be resorted to are indicated in the instructions entitled "Channel 
of communication between the Government of India and State Governments on the one 
hand; and Foreign and Commonwealth Governments or their Missions in India, Heads of 
Indian Diplomatic Missions and posts abroad and United Nations and its specialized agencies 
on the other" issued by the Ministry of External Affairs.

66. Prompt response to letters received - 

(1) Each communication received from a Member of Parliament, member of the public, 
recognized association or a public body will be acknowledged within 15 days, followed 
by a reply within the next 15 days of acknowledgment sent.

(2) Where (i) delay is anticipated in sending a final reply, or (ii) information has to be 
obtained from another Ministry or another office, an interim reply will be sent within a 
month (from the date of receipt) indicating the possible date by which a final reply can 
be given.

(3) If any such communication is wrongly addressed to a department, it will be transferred 
promptly (within a week) to the appropriate department under intimation to the party 
concerned.

(4) Where the request of a member of the public cannot be acceded to for any reason, 
reasons for not acceding to such a request should be given courteously.

(5) As far as possible, requests from members of public, should be looked at from the user's 
point of view and not solely from the point of view of what may be administratively 
convenient.

67. Target date for replies- In all important matters in which State Governments, departments of 
the Central Government, or other offices, public bodies or individuals are consulted, time limit 
for replies may ordinarily be specified. On expiry of the specified date, orders of the 
appropriate authority may be obtained on whether the offices, whose replies have not been 
received, may be allowed an extension of time or whether the matter may be processed, 
without waiting for their replies.

DRAFTING OF COMMUNICATIONS

68. Procedure for drafting

(1) No draft is required to be prepared in simple and straight-forward cases or those of a 
repetitive nature for which standard forms of communication exist. Such cases may be 
submitted to the appropriate officer with fair copies of the communication for signature.

(2) It is not always necessary to await the approval of the proposed line of action and the 
draft will be put up simultaneously along with the notes by the initiating level officer. The 
higher officer may revise the draft, if it does not conform to the approved course of 
action.

(3) After a final decision is taken by the competent authority he may have the fair 
communication made for his signature and authorize its issue; otherwise, he will 
prepare a draft and submit it to the appropriate higher officer for approval.

(4) The officer approving the issue of a draft will append his initials with date on the draft. It 
is also expected that he orders on the file simultaneously whether the draft so approved 
should be kept on the file (along with the office copy of the communication issued in fair) 
or not.

(5) Initial drafting will be done in black or blue ink. Modifications in the draft at the 
subsequent levels may be made in green or red ink by the officers so as to distinguish 
the corrections made.

69. General instructions for drafting

(1) A draft should carry the message sought to be conveyed in a language that is clear, 
concise and incapable of misconstruction.

(2) Lengthy sentences, abruptness, redundancy, circumlocution, superlatives and 
repetition, whether of words, observations or ideas, should be avoided.

(3) Official communications emanating from a department and purporting to convey the 
views or orders of the Government of India must specifically be expressed to have been 
written under the directions of Government. This requirement does not, however, imply 
that each communication should start with the phrase 'I am directed to say' or 'The 
undersigned is directed to convey', which has the effect of distancing the communicator 
from the reader at the very outset. A more direct and to-the-point format is to be 
preferred if some degree of rapport is to be established with the receiver of the 
communication. The obligatory requirement can be met in a variety of imaginative 
ways. For instance, variations of the phrase can be added to the operative part of the 
letter towards the end as under:

......... I have the pleasure to inform you that the government, on reconsideration of the 
matter, has decided to sanction an additional grant of : .....

or

........ In the circumstances, it is regretted that it has not been found possible to accede 
to your request.

or
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........ We do, therefore, regret that we have not found it possible to accede to your 
request.

(4) Communications of some length or complexity should generally conclude with a 
summary.

(5) Depending upon the form of communication, the subject should be mentioned in it 
(including reminders). .

(6) The number and date of the last communication in the series, and if this is not from the 
addressee, his last communication on the subject, should always be referred to. Where 
it is necessary to refer to more than one communication or a series of communications, 
this should be done on the margin of the draft.

(7) All drafts put up on a file should bear the file number. When two or more 
communications are to issue from the same file to the same addressee on the same 
date, a separate serial number may be inserted before the numeral identifying the year 
to avoid confusion in reference, e.g., A-.12012/5/(1) 08-Admn & A- 12012/ 5/(2)08-
Admn.

(8) A draft should clearly specify the enclosures which are to accompany the fair copy. In 
addition, short oblique lines should be drawn at appropriate places on the margin for 
ready reference by the typist, the comparers and the despatcher. The number of 
enclosures should also be indicated at the end of the draft on the bottom left of the page 
e.g.-'Encl. 3'.

(9) If copies of an enclosure referred to in the draft are available and are, therefore, not to 
be typed/photocopied, an indication to that effect will be given in the margin of the draft 
below the relevant oblique line.

(10) If the communication to be despatched by post is important (e.g., a notice cancelling a 
license or withdrawing an existing facility) or encloses a valuable document (such as an 
agreement, service book or a cheque) instructions as to whether it should be sent 
through registered post or speed post or Courier or in an insured cover, will be given on 
the draft by the section officer concerned with its issue.

(11) Urgent communications with bulky enclosures to far-flung areas like Andaman & 
Nicobar Islands, Lakshadweep etc. will be arranged to be despatched by Air Parcel 
through Air India. The addressee will also be advised through telephone or alternative 
ways to take delivery of the consignment. Instructions to this effect will be given by the 
Divisional Head/Branch Officer/Section Officer at the time of approval of draft.

(12) The name, designation, telephone number, fax number, and e-mail address of the 
officer, over whose signature the communicat1onis to issue, should invariably be 
indicated on the draft. It would be beneficial to indicate the telephone number and the 
fax number of the person to whom the communication is being addressed.

(13) In writing or typing a draft, sufficient space should be left for the margin and between 
successive lines for additions or interpolation of words, if necessary. 

(14) A slip bearing the words 'Draft for approval' (DFA) should be attached to the draft. If two 
or more drafts are put up on a file, the drafts as well as the slips attached thereto will be 
marked 'DFAI', 'DFA 11', 'DFA III' and so on.

(15) Drafts which are to issue as 'Immediate' or 'Priority' will be so marked under the orders 
of an officer not lower in rank than a Section Officer

(16) Instructionus contained in para 32 (2) to (13) will be observed while drafting. 

70. Authentication of Government Orders

(1) All orders and other instruments made and executed in the name of the President 
should be expressed to be made in his name and signed by an officer having regular or 
ex-officio secretariat status of and above the rank of Under Secretary, or others 
specifically authorized to authenticate such orders under the Authentication (Orders 
and Other Instruments) Rules, 2002 (as amended from time to time).

(2) Where the power to make orders, notifications, etc., is conferred by a statute of the 
Government of India, such orders and notifications will be expressed to be made in the 
name of the Government of India (and the complete name of the relevant statute, and 
the number of relevant Section of the statute should also be mentioned).

71. Addressing communications to officers by name - Normally no communication, other 
than that of a classified nature or a demi-official letter, should be addressed or marked to an 
officer by name, unless it is intended that the matter raised therein should receive his personal 
attention either because of its special nature, urgency or importance, or because some 
ground has already been covered by personal discussions with him and he would be in a 
better position to deal with it.

72. Drafting of demi-official letters

(1) As the objective of writing a Demi-Official (D.O.) letter is to draw the personal attention of the 
addressee, the style of writing should be direct, personal and friendly. More usage of 
active voice is to be preferred. (e.g., "Please" instead of "You are requested to " 'I notice' 
rather than' It is noticed'). It is expedient to come to the issue at the beginning itself e . g .  ' I  
seek your cooperation in the matter of ...........' or "As you may recall we had a discussion on 
......... " etc.

(2) A D.O. letter should preferably not exceed one page. If the message to be conveyed is 
lengthy, it is better to condense it into one page in a few small and succinct paragraphs in a 
manner that holds the interest of the addressee and the detailed arguments can be set out in 
appendices.

(3) The colour code in D.O. letter will be as follows. A D.O. letter from a Minister will exhibit the 
National Emblem in blue colour and that from an officer will exhibit the National Emblem in red 
colour. In either case the national emblem shall be in the centre of the letter head, in 
accordance with the instructions issued by the Ministry of Home Affairs. 

3130



........ We do, therefore, regret that we have not found it possible to accede to your 
request.

(4) Communications of some length or complexity should generally conclude with a 
summary.

(5) Depending upon the form of communication, the subject should be mentioned in it 
(including reminders). .

(6) The number and date of the last communication in the series, and if this is not from the 
addressee, his last communication on the subject, should always be referred to. Where 
it is necessary to refer to more than one communication or a series of communications, 
this should be done on the margin of the draft.

(7) All drafts put up on a file should bear the file number. When two or more 
communications are to issue from the same file to the same addressee on the same 
date, a separate serial number may be inserted before the numeral identifying the year 
to avoid confusion in reference, e.g., A-.12012/5/(1) 08-Admn & A- 12012/ 5/(2)08-
Admn.

(8) A draft should clearly specify the enclosures which are to accompany the fair copy. In 
addition, short oblique lines should be drawn at appropriate places on the margin for 
ready reference by the typist, the comparers and the despatcher. The number of 
enclosures should also be indicated at the end of the draft on the bottom left of the page 
e.g.-'Encl. 3'.

(9) If copies of an enclosure referred to in the draft are available and are, therefore, not to 
be typed/photocopied, an indication to that effect will be given in the margin of the draft 
below the relevant oblique line.

(10) If the communication to be despatched by post is important (e.g., a notice cancelling a 
license or withdrawing an existing facility) or encloses a valuable document (such as an 
agreement, service book or a cheque) instructions as to whether it should be sent 
through registered post or speed post or Courier or in an insured cover, will be given on 
the draft by the section officer concerned with its issue.

(11) Urgent communications with bulky enclosures to far-flung areas like Andaman & 
Nicobar Islands, Lakshadweep etc. will be arranged to be despatched by Air Parcel 
through Air India. The addressee will also be advised through telephone or alternative 
ways to take delivery of the consignment. Instructions to this effect will be given by the 
Divisional Head/Branch Officer/Section Officer at the time of approval of draft.

(12) The name, designation, telephone number, fax number, and e-mail address of the 
officer, over whose signature the communicat1onis to issue, should invariably be 
indicated on the draft. It would be beneficial to indicate the telephone number and the 
fax number of the person to whom the communication is being addressed.

(13) In writing or typing a draft, sufficient space should be left for the margin and between 
successive lines for additions or interpolation of words, if necessary. 

(14) A slip bearing the words 'Draft for approval' (DFA) should be attached to the draft. If two 
or more drafts are put up on a file, the drafts as well as the slips attached thereto will be 
marked 'DFAI', 'DFA 11', 'DFA III' and so on.

(15) Drafts which are to issue as 'Immediate' or 'Priority' will be so marked under the orders 
of an officer not lower in rank than a Section Officer

(16) Instructionus contained in para 32 (2) to (13) will be observed while drafting. 

70. Authentication of Government Orders

(1) All orders and other instruments made and executed in the name of the President 
should be expressed to be made in his name and signed by an officer having regular or 
ex-officio secretariat status of and above the rank of Under Secretary, or others 
specifically authorized to authenticate such orders under the Authentication (Orders 
and Other Instruments) Rules, 2002 (as amended from time to time).

(2) Where the power to make orders, notifications, etc., is conferred by a statute of the 
Government of India, such orders and notifications will be expressed to be made in the 
name of the Government of India (and the complete name of the relevant statute, and 
the number of relevant Section of the statute should also be mentioned).

71. Addressing communications to officers by name - Normally no communication, other 
than that of a classified nature or a demi-official letter, should be addressed or marked to an 
officer by name, unless it is intended that the matter raised therein should receive his personal 
attention either because of its special nature, urgency or importance, or because some 
ground has already been covered by personal discussions with him and he would be in a 
better position to deal with it.

72. Drafting of demi-official letters

(1) As the objective of writing a Demi-Official (D.O.) letter is to draw the personal attention of the 
addressee, the style of writing should be direct, personal and friendly. More usage of 
active voice is to be preferred. (e.g., "Please" instead of "You are requested to " 'I notice' 
rather than' It is noticed'). It is expedient to come to the issue at the beginning itself e . g .  ' I  
seek your cooperation in the matter of ...........' or "As you may recall we had a discussion on 
......... " etc.

(2) A D.O. letter should preferably not exceed one page. If the message to be conveyed is 
lengthy, it is better to condense it into one page in a few small and succinct paragraphs in a 
manner that holds the interest of the addressee and the detailed arguments can be set out in 
appendices.

(3) The colour code in D.O. letter will be as follows. A D.O. letter from a Minister will exhibit the 
National Emblem in blue colour and that from an officer will exhibit the National Emblem in red 
colour. In either case the national emblem shall be in the centre of the letter head, in 
accordance with the instructions issued by the Ministry of Home Affairs. 
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ISSUE OF DRAFTS

73. Marking of drafts for issue

After a draft has been approved, the section officer will:

(1) examine the draft to see that all corrections of spelling, grammar, etc., have been 
properly carried out and that there are no typographical errors;

(2) preferably keep photocopy of signed communication as office copy;

(3) ensure that copies of enclosures are attached to the draft where these are available in 
the section;

(4) give clear indication on the draft, where a communication is to be despatched by a 
special messenger/fax/speed post/registered post/courier on account of its special 
nature, importance or urgency;

(5) mark the draft for 'issue' (if there are more than one draft for issue from the same file, 
indicate the total number of drafts, e.g., 'issue 3 drafts'); and 

(6) mark the file for recording whenever the issue of said communication constitutes final 
disposal of the case under consideration.

74. Fairing of approved drafts - All stages of action after the approval of drafts ending with 
signing of fair communications will be performed in the section except where centralized 
typing pool exists.

The same procedure may be followed for issue of drafts generated through computer. 

75. Procedure to be followed in sections:

(1) Section officer, while marking the draft for typing and before passing on the file to the 
diarist, will ensure that clear indication has been given where copies of any papers 
contained in any file are to be typed or photocopied or a computer-printout taken as 
enclosure(s).

(2) The diarist will:

(a) enter the number of the file marked for recording [as per para 73(6)] in column 2 of 
the 'register for watching the progress of recording' (Appendix 24); and

(b) pass on the file to the typist.

(3) The approved draft will be fair-typed, compared and got signed. General instructions 
regarding typing given in para 77 will be observed. 

(4) On return of signature pads, the section officer will see that fair copies have been duly 
signed by the officer and make sure that corrections, if any made while signing, are 
carried out in all copies.

(5) The signed fair copies, together with office copies, drafts and relevant file/files will then 
be passed on to the diarist.

(6) The diarist will:

(a) enter the number of the fair communications and office copies in messenger 
book; and

(b) send the fair communications and office copies, along with messenger book, to 
the despatcher of the central issue section at appropriate intervals during the day.

(7) The despatcher will:

(a) remove the fair communications and office copies; and

(b) acknowledge receipt in the messenger book.

(8) In case of urgent communications, dak may be issued direct from the section 
concerned at the discretion of the section officer. 

76. Procedure to be followed in desks

(1) After a draft has been approved or a letter has been dictated by the desk functionary for 
fair typing, the stenographer attached to the desk functionary will type the letter, get it 
compared and signed. General instructions regarding typing given in para 77 will be 
observed by the stenographer.

(2) The stenographer will add all relevant enclosures to the signed communication and 
send it to the Central Issue Section for despatch through messenger book after making 
necessary entries in it.

(3) A desk functionary may draw on the services of the Wing Registry, wherever set up, for 
attending to extra typing work.

77. General instructions regarding typing 

(1) Urgent drafts will be attended to first. 

(2) Fair copies of all communications will be typed on printed letter heads of suitable sizes.

The name of the issuing departments with full address, including PIN code, telephone 
number, telegraphic address, telex code, Fax number and e-mail address, if any, will be 

got printed on the letter heads.

(3) Fair copies will be typed with single spacing unless otherwise directed.

(4) The oblique lines should be drawn on the margin at appropriate places to indicate the 
enclosures, if any, to be sent along with the communication.

(5) Stencils will be cut whenever more than 50 copies of a communication are required. 
Alternatively photocopies may also be made in such cases.

(6) The typist will type his initials with date in the left hand bottom corner of the fair copy e.g., 
RCK/20-05-2010. If the draft is typed in computer, the spell-check shall be used to avoid 
errors in spellings. .

(7) In a computer environment, username alongwith path will be indicated on the fair copy 
by the typist (except classified documents).

78. Procedure where centralized typing pool exists - Steps from the marking of drafts for 
issue upto the stage of signing of fair communications under a centralized typing arrangement 
have been laid d9wn in paras 79 to 84.
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ISSUE OF DRAFTS

73. Marking of drafts for issue

After a draft has been approved, the section officer will:

(1) examine the draft to see that all corrections of spelling, grammar, etc., have been 
properly carried out and that there are no typographical errors;

(2) preferably keep photocopy of signed communication as office copy;

(3) ensure that copies of enclosures are attached to the draft where these are available in 
the section;

(4) give clear indication on the draft, where a communication is to be despatched by a 
special messenger/fax/speed post/registered post/courier on account of its special 
nature, importance or urgency;

(5) mark the draft for 'issue' (if there are more than one draft for issue from the same file, 
indicate the total number of drafts, e.g., 'issue 3 drafts'); and 

(6) mark the file for recording whenever the issue of said communication constitutes final 
disposal of the case under consideration.

74. Fairing of approved drafts - All stages of action after the approval of drafts ending with 
signing of fair communications will be performed in the section except where centralized 
typing pool exists.

The same procedure may be followed for issue of drafts generated through computer. 

75. Procedure to be followed in sections:

(1) Section officer, while marking the draft for typing and before passing on the file to the 
diarist, will ensure that clear indication has been given where copies of any papers 
contained in any file are to be typed or photocopied or a computer-printout taken as 
enclosure(s).

(2) The diarist will:

(a) enter the number of the file marked for recording [as per para 73(6)] in column 2 of 
the 'register for watching the progress of recording' (Appendix 24); and

(b) pass on the file to the typist.

(3) The approved draft will be fair-typed, compared and got signed. General instructions 
regarding typing given in para 77 will be observed. 

(4) On return of signature pads, the section officer will see that fair copies have been duly 
signed by the officer and make sure that corrections, if any made while signing, are 
carried out in all copies.

(5) The signed fair copies, together with office copies, drafts and relevant file/files will then 
be passed on to the diarist.

(6) The diarist will:

(a) enter the number of the fair communications and office copies in messenger 
book; and

(b) send the fair communications and office copies, along with messenger book, to 
the despatcher of the central issue section at appropriate intervals during the day.

(7) The despatcher will:

(a) remove the fair communications and office copies; and

(b) acknowledge receipt in the messenger book.

(8) In case of urgent communications, dak may be issued direct from the section 
concerned at the discretion of the section officer. 

76. Procedure to be followed in desks

(1) After a draft has been approved or a letter has been dictated by the desk functionary for 
fair typing, the stenographer attached to the desk functionary will type the letter, get it 
compared and signed. General instructions regarding typing given in para 77 will be 
observed by the stenographer.

(2) The stenographer will add all relevant enclosures to the signed communication and 
send it to the Central Issue Section for despatch through messenger book after making 
necessary entries in it.

(3) A desk functionary may draw on the services of the Wing Registry, wherever set up, for 
attending to extra typing work.

77. General instructions regarding typing 

(1) Urgent drafts will be attended to first. 

(2) Fair copies of all communications will be typed on printed letter heads of suitable sizes.

The name of the issuing departments with full address, including PIN code, telephone 
number, telegraphic address, telex code, Fax number and e-mail address, if any, will be 

got printed on the letter heads.

(3) Fair copies will be typed with single spacing unless otherwise directed.

(4) The oblique lines should be drawn on the margin at appropriate places to indicate the 
enclosures, if any, to be sent along with the communication.

(5) Stencils will be cut whenever more than 50 copies of a communication are required. 
Alternatively photocopies may also be made in such cases.

(6) The typist will type his initials with date in the left hand bottom corner of the fair copy e.g., 
RCK/20-05-2010. If the draft is typed in computer, the spell-check shall be used to avoid 
errors in spellings. .

(7) In a computer environment, username alongwith path will be indicated on the fair copy 
by the typist (except classified documents).

78. Procedure where centralized typing pool exists - Steps from the marking of drafts for 
issue upto the stage of signing of fair communications under a centralized typing arrangement 
have been laid d9wn in paras 79 to 84.
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79. Marking of drafts:

(1) Section officer, while marking the drafts for issue and before passing on the file to the 
diarist, will:

(a) indicate whether fair copies are to be signed by the officer approving the draft or 
are to be authenticated for issue by the section officer of the central issue section 
as per para 84; and

(b) write the words 'with file' on the draft where the file also is to be sent to the central 
issue section, e.g., where copies of any paper contained therein are to be typed 
as enclosures.

(2) The diarist will:

(a) enter the file number of the file 'marked for record' [as per para 73(6)] in column 2 
in the 'register for watching the progress of recording' (Appendix 24);

(b) remove the draft, unless the file itself is to be sent to the central issue section, 
place it in the pad prominently marked 'drafts for issue' and make suitable entry 
(e.g., sent for issue on 20-3-2009) on the margin of the notes portion of the file;

(c) mark the movement of the file in the file movement register [para 1OO(1) and 
Appendix 23], where the file is to be sent with the draft;

(d) enter the number of drafts of communications and of the files (if the files are to be 
sent along with the drafts of communications) in the messenger book;

(e) send these to the Central Issue Section at appropriate intervals during the day; 
and

(f) report to the Section Officer, at the end of each day, the number of drafts not 
received back within two days from the date those were sent to the Central Issue 
Section.

(3) The receipt of the drafts of communications in Central Issue Section will be 
acknowledged in the messenger book and the messenger book returned to the section 
concerned.

80. Stamping of drafts- On receipt in the Central Issue Section, the drafts will be stamped with 
the use of an automatic numbering machine, having an adjustable date, as per specimen 
given :

81. Distribution of work among typists:

(1) The drafts will-then be placed before the Section Officer of the Central Issue Section 
who will mark them to the typists for fair-typing by indicating their initial letters (e.g., 
KCG), in the space provided in the stamp for the purpose. To enable him to distribute the 
typing work among the typists equitably, he will maintain a distribution chart (Appendix 
12).

(2) The typist will enter in the typist's diary (Appendix 13) the drafts received by him for 
typing.

(3) The drafts will be typed in accordance' with the instructions in para 77. Thereafter, at the 
end of the day, the typist will submit the diary, together with 'the unfinished typing work, 
to the Section Officer.

(4) The section officer will:

(a) complete the distribution chart;

(b) arrange for the typing of urgent un-typed work outside office hours, where 
necessary; and

(c) take the arrears into account in allocating fresh work on the next working day.

82. Registration of draft - 

(1) Before the drafts are handed over to the typists, these will be entered in the issue diary 
(Appendix 14). .

(2) Drafts of telegrams and other communications marked' immediate' will be entered in 
red ink to distinguish these from the rest.

(3) At the end of the day, the clerk maintaining the issue diary will submit his diary to the 
section officer for assessing arrears and for taking appropriate action.

83. Comparison:- The typed matter, along with the drafts and relevant files, if any, will be passed 
on by the typists to the com parers who will:

(1) compare the fair copies with the draft;

(2) initial (with date) in the space provided for the purpose in the stamp affixed on the draft;

(3) attach enclosures, if any, and write the word 'attached' below the oblique line on the 
office copy; and

(4) send the fair copies, along with enclosures and the duplicate office copy, if any, together 
with the approved drafts, in a signature pad to the officer concerned for signature (vide 
para 84).

84. Signing of fair communications

(1) Departments may issue instructions authorizing Section Officer of the Central Issue 
Section to authenticate specified categories of fair communications for Issue. 

(2) Such authorizations, however, will not extend to:

(a) orders and instruments issued in the name of the President; 

(b) financial sanctions; and

Date ..............................

S. No. ............................

Typists............................

Comparers ....................
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79. Marking of drafts:

(1) Section officer, while marking the drafts for issue and before passing on the file to the 
diarist, will:

(a) indicate whether fair copies are to be signed by the officer approving the draft or 
are to be authenticated for issue by the section officer of the central issue section 
as per para 84; and

(b) write the words 'with file' on the draft where the file also is to be sent to the central 
issue section, e.g., where copies of any paper contained therein are to be typed 
as enclosures.

(2) The diarist will:

(a) enter the file number of the file 'marked for record' [as per para 73(6)] in column 2 
in the 'register for watching the progress of recording' (Appendix 24);

(b) remove the draft, unless the file itself is to be sent to the central issue section, 
place it in the pad prominently marked 'drafts for issue' and make suitable entry 
(e.g., sent for issue on 20-3-2009) on the margin of the notes portion of the file;

(c) mark the movement of the file in the file movement register [para 1OO(1) and 
Appendix 23], where the file is to be sent with the draft;

(d) enter the number of drafts of communications and of the files (if the files are to be 
sent along with the drafts of communications) in the messenger book;

(e) send these to the Central Issue Section at appropriate intervals during the day; 
and

(f) report to the Section Officer, at the end of each day, the number of drafts not 
received back within two days from the date those were sent to the Central Issue 
Section.

(3) The receipt of the drafts of communications in Central Issue Section will be 
acknowledged in the messenger book and the messenger book returned to the section 
concerned.

80. Stamping of drafts- On receipt in the Central Issue Section, the drafts will be stamped with 
the use of an automatic numbering machine, having an adjustable date, as per specimen 
given :

81. Distribution of work among typists:

(1) The drafts will-then be placed before the Section Officer of the Central Issue Section 
who will mark them to the typists for fair-typing by indicating their initial letters (e.g., 
KCG), in the space provided in the stamp for the purpose. To enable him to distribute the 
typing work among the typists equitably, he will maintain a distribution chart (Appendix 
12).

(2) The typist will enter in the typist's diary (Appendix 13) the drafts received by him for 
typing.

(3) The drafts will be typed in accordance' with the instructions in para 77. Thereafter, at the 
end of the day, the typist will submit the diary, together with 'the unfinished typing work, 
to the Section Officer.

(4) The section officer will:

(a) complete the distribution chart;

(b) arrange for the typing of urgent un-typed work outside office hours, where 
necessary; and

(c) take the arrears into account in allocating fresh work on the next working day.

82. Registration of draft - 

(1) Before the drafts are handed over to the typists, these will be entered in the issue diary 
(Appendix 14). .

(2) Drafts of telegrams and other communications marked' immediate' will be entered in 
red ink to distinguish these from the rest.

(3) At the end of the day, the clerk maintaining the issue diary will submit his diary to the 
section officer for assessing arrears and for taking appropriate action.

83. Comparison:- The typed matter, along with the drafts and relevant files, if any, will be passed 
on by the typists to the com parers who will:

(1) compare the fair copies with the draft;

(2) initial (with date) in the space provided for the purpose in the stamp affixed on the draft;

(3) attach enclosures, if any, and write the word 'attached' below the oblique line on the 
office copy; and

(4) send the fair copies, along with enclosures and the duplicate office copy, if any, together 
with the approved drafts, in a signature pad to the officer concerned for signature (vide 
para 84).

84. Signing of fair communications

(1) Departments may issue instructions authorizing Section Officer of the Central Issue 
Section to authenticate specified categories of fair communications for Issue. 

(2) Such authorizations, however, will not extend to:

(a) orders and instruments issued in the name of the President; 

(b) financial sanctions; and
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(c) communications to Memoers of Parliament, State Governments, public bodies 
and members of the public generally.

(3) Authentication by Section Officer of fair copies of communications for issue, where 
permitted, will be done in the manner indicated in Appendix 15.

(4) Signing of fair communications and movement of 'signature pads' will receive prompt 
attention.

(5) On return of signature pads, the section officer will see that the fair copies have been 
duly signed by the officer concerned and corrections, if any, made .while signing are 
carried out in all the copies. The signed fair copies together with office copies, drafts and 
relevant files, if any, will then be passed on to the despatcher.

85. Issue of signed communication-The despatcher of the Central Issue Section will: 

(1) date the fair copy, office copy and spare copies, if any;

(2) affix the stamp 'Issued' (after adjusting date) as per specimen given below, on the office 
copy and initial it;

ISSUED

Initials ............................

(Date) ............................

(3) where for any reason an enclosure has to be sent separately, make a note to that effect 
on the communication (both fair copy and office copy) and attach a slip to the enclosure 
indicating the number and date of the communication to which it relates;

(4) separate the communications to be sent by post/through electronic form/to be delivered 
by hand, for further processing in accordance with paras 86 and 87;

(5) enclose communications meant for despatch by post or those addressed to officers by 
name in covers of appropriate size ensuring at the same time that all communications 
intended for the same addressee are placed in a single cover;

(6) use economy slips for all covers except;

(a) those with bulky contents;

(b)  those addressed to foreign governments; and

(c) those intended for despatch under registered or insured covers for which 
better quality cover (e.g. cloth-lined covers) should be used.

(7) where window envelopes are in use, fold the fair communications in such a way that the 
address typed thereon is visible through the window;

(8) where other covers are used, write the address and the number of the communication 
on an economy slip or the cover, as the case may be; and 

(9) bring to the notice of the Section Officer:

(a) urgent communications which could not be despatched on the day of their receipt; 
and

(b) ordinary communications which could not be despatched even on the day 
following the day of their receipt

86. Despatch of postal communications

(1) The despatcher will hand over communications to be sent by post to the peon/daftry, 
who will:

(a) separate those to be sent by foreign post from the rest;

(b) paste the telegrams, if typed on plain paper, over the printed form of telegram 
supplied by the Department of Posts and affix service postage stamps of the 
appropriate value thereon;

(c) if a credit deposit account is maintained for issuing telegrams, affix rubber-stamp 
indicating the credit deposit account number assigned to the department in the 
space provided for affixing postage stamps;

(d) affix postage stamps of the appropriate value on covers, packets, etc., where 
necessary after weighing them, using ordinary postage stamps for foreign post 
and service postage stamps for inland post;

(e) where postal franking machines are in use, frank the covers, etc., instead of 
affixing postage stamps;

(f) stamp the covers with a rubber-stamp bearing the name of the department; and. 
(g) return the communications to the despatcher.

(2) The despatcher will enter the particulars of the communications and the value of 
stamps affixed thereon in the despatch register (Appendix 16). This can be generated 
automatically in a computerized environment.

(3) In the case of telegrams, the serial number assigned to them in the despatch register 
will be noted at a convenient place on the top receipt portion of the printed telegram form 
to facilitate the linking of the telegram receipts to the relevant entries in the despatch 
register.

(4) Departments despatching registered post exceeding a daily average of 10 will use 
postal registration books so that the outgoing registered communications could 
straightway be entered in that book instead of in the despatch register. Each entry in 
such a book will then be got stamped by the post office.

(5) If a communication is to be sent by registered post (acknowledgment due), the number 
of the communication will be written on the 'acknowledgment card' also so that, when 
received back, it can be sent to the section concerned.

(6) Receipts for telegrams, speed post, registered and insured post, etc., will be checked 
carefully by the despatcher. These will be filed properly for future reference. 

(7) In offices where despatch work is heavy and where central dispatch registers are 
maintained in detail, the procedure for maintenance of service postage stamps account 
will be as given in Appendix 17.

87. Despatch of non-postal communications

(1) Non-postal communications will be sorted out according to the location of the 
addressees, entered in messenger books and handed over to messengers for delivery 
to the addressees.
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(4) Signing of fair communications and movement of 'signature pads' will receive prompt 
attention.

(5) On return of signature pads, the section officer will see that the fair copies have been 
duly signed by the officer concerned and corrections, if any, made .while signing are 
carried out in all the copies. The signed fair copies together with office copies, drafts and 
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copy and initial it;
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indicating the number and date of the communication to which it relates;

(4) separate the communications to be sent by post/through electronic form/to be delivered 
by hand, for further processing in accordance with paras 86 and 87;

(5) enclose communications meant for despatch by post or those addressed to officers by 
name in covers of appropriate size ensuring at the same time that all communications 
intended for the same addressee are placed in a single cover;

(6) use economy slips for all covers except;

(a) those with bulky contents;

(b)  those addressed to foreign governments; and

(c) those intended for despatch under registered or insured covers for which 
better quality cover (e.g. cloth-lined covers) should be used.

(7) where window envelopes are in use, fold the fair communications in such a way that the 
address typed thereon is visible through the window;

(8) where other covers are used, write the address and the number of the communication 
on an economy slip or the cover, as the case may be; and 

(9) bring to the notice of the Section Officer:

(a) urgent communications which could not be despatched on the day of their receipt; 
and

(b) ordinary communications which could not be despatched even on the day 
following the day of their receipt

86. Despatch of postal communications

(1) The despatcher will hand over communications to be sent by post to the peon/daftry, 
who will:

(a) separate those to be sent by foreign post from the rest;

(b) paste the telegrams, if typed on plain paper, over the printed form of telegram 
supplied by the Department of Posts and affix service postage stamps of the 
appropriate value thereon;

(c) if a credit deposit account is maintained for issuing telegrams, affix rubber-stamp 
indicating the credit deposit account number assigned to the department in the 
space provided for affixing postage stamps;

(d) affix postage stamps of the appropriate value on covers, packets, etc., where 
necessary after weighing them, using ordinary postage stamps for foreign post 
and service postage stamps for inland post;

(e) where postal franking machines are in use, frank the covers, etc., instead of 
affixing postage stamps;

(f) stamp the covers with a rubber-stamp bearing the name of the department; and. 
(g) return the communications to the despatcher.

(2) The despatcher will enter the particulars of the communications and the value of 
stamps affixed thereon in the despatch register (Appendix 16). This can be generated 
automatically in a computerized environment.

(3) In the case of telegrams, the serial number assigned to them in the despatch register 
will be noted at a convenient place on the top receipt portion of the printed telegram form 
to facilitate the linking of the telegram receipts to the relevant entries in the despatch 
register.

(4) Departments despatching registered post exceeding a daily average of 10 will use 
postal registration books so that the outgoing registered communications could 
straightway be entered in that book instead of in the despatch register. Each entry in 
such a book will then be got stamped by the post office.

(5) If a communication is to be sent by registered post (acknowledgment due), the number 
of the communication will be written on the 'acknowledgment card' also so that, when 
received back, it can be sent to the section concerned.

(6) Receipts for telegrams, speed post, registered and insured post, etc., will be checked 
carefully by the despatcher. These will be filed properly for future reference. 

(7) In offices where despatch work is heavy and where central dispatch registers are 
maintained in detail, the procedure for maintenance of service postage stamps account 
will be as given in Appendix 17.

87. Despatch of non-postal communications

(1) Non-postal communications will be sorted out according to the location of the 
addressees, entered in messenger books and handed over to messengers for delivery 
to the addressees.
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(2) Messenger books will be numbered serially and an adequate number of such books 
would be allotted to each department/office or several departments/offices grouped 
conveniently according to their location.

(3) Urgent communications will be despatched promptly. The time of despatch will 
invariably be noted in the messenger book. The recipients will similarly be required to 
indicate the time of their receipt. Ordinary communications will be despatched at least 
twice a day at suitable intervals 

(4) Only urgent communications will be despatched outside office hours. No 
communication will be sent to an officer at his residence unless:

(a) it is of such a nature that action on it cannot wait till the commencement of the next 
working day;

(b) it is marked 'immediate' and addressed to the officer by name; and

(c) its delivery to the officer's residence has been authorized by the branch officer 
concerned at the despatching end.

(5) After the communications have been delivered, the despatcher will examine the 
messenger books to see that all the communications entered therein have been duly 
acknowledged by the recipients under signatures with date, written in ink. Instances where 
the communications have not been acknowledged will be immediately reported to the 
section officer of the central issue section for investigation and further suitable action.

(a) Urgent communications sent through fax will generate a confirmation slip of 
delivery on the fax machine, which will be placed on the file along with the office 
copy. The original communication sent through fax will subsequently be sent in a 
routine manner also.

(b) E-mail will be used in offices having computers supported by internet or intranet 
connectivity. Messages received through e-mail will ordinarily be replied to in the 
same form by the officer receiving the message or his subordinate. E-mail 
correspondence may also be initiated to cut down the time taken in 
communications on most of the issues. All points emerging during e-mail 
correspondence will be recorded through a note on the file concerned.

88. Return of papers - After issue of fair communications the despatcher will hand over office 
copies, together with drafts and relevant files, if any, to the clerk maintaining the issue diary. 
The latter will return the papers to the diarists of the sections concerned after making entries in 
column 3 of the issue diary.

89. Issue of inter-departmental notes

(1) Drafts of self-contained inter-departmental notes will be issued in the same manner as 
any other draft.

(2) Inter-departmental notes sought to be recorded on files will be fair typed and compared 
in the sections/desks concerned, but despatched through the Central Issue Section.

(3) Before sending the files to the Central Issue Section for despatch, the diarist will:

(a) mark the movement in the file movement register (where relevant, in electronic 
form) in the case of section's own file and in the section diary in other cases 
(movement is to be updated against file/diary number);

(b) in respect of section's own files, prepare a challan in duplicate and place one copy 
on the file and hand over the other to the dealing hand concerned;

(c) enter the file in the messenger book; and

(d) send it to the despatcher of the Central Issue Section.

(4) In the desk system, the jobs corresponding to (a) to (d) will be performed by the 
stenographer/assistant attached to the desk functionary.

(5) The despatcher will:

(a) remove the file for despatch to the addressee;

(b) acknowledge its receipt in the messenger book; and

(c) return the messenger book to the section concerned.

90. Stamps Account Register

(1) The despatcher will maintain an account of the postage stamps in the form given in 
Appendix 18.

(2) The Section Officer will check the entries made in the register every day and append his 
signature with date in token of his having done so. He will also conduct surprise test 
checks of envelopes ready for despatch by post to make sure:

(a) that the value of stamps affixed thereon tallies with that shown in the despatch 
register; and

(b) that the required value has been secured by using the minimum number of 
stamps of appropriate higher denominations.

(3) The branch officer in-charge of the Central Issue Section will also inspect the two 
registers once a month and verify that the value of stamps in hand tallies with that 
shown in the register. In the computerized system, this information will be generated 
once a month.

91.  Action after issue

(1) On receipt of papers after issue, the diarist will:

(a) check that the office copies bear the stamp issued;

(b) make sure that files and other papers sent with the drafts to the Central Section 
have been received back;

(c) make entries about the return of files in the file movement register;

(d) make entries in section despatch register (Appendix 19);

(e) place office copies, with drafts, if any, on the relevant files; and

(f) pass on the files to the dealing hands concerned.

(2) The dealing hand will:

(a) docket the communication(s) issued along with the original of the approved draft( 
s) where so required.

(b) examine whether the case is fit for inclusion in any of the following reports and 
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(2) Messenger books will be numbered serially and an adequate number of such books 
would be allotted to each department/office or several departments/offices grouped 
conveniently according to their location.

(3) Urgent communications will be despatched promptly. The time of despatch will 
invariably be noted in the messenger book. The recipients will similarly be required to 
indicate the time of their receipt. Ordinary communications will be despatched at least 
twice a day at suitable intervals 

(4) Only urgent communications will be despatched outside office hours. No 
communication will be sent to an officer at his residence unless:

(a) it is of such a nature that action on it cannot wait till the commencement of the next 
working day;

(b) it is marked 'immediate' and addressed to the officer by name; and

(c) its delivery to the officer's residence has been authorized by the branch officer 
concerned at the despatching end.

(5) After the communications have been delivered, the despatcher will examine the 
messenger books to see that all the communications entered therein have been duly 
acknowledged by the recipients under signatures with date, written in ink. Instances where 
the communications have not been acknowledged will be immediately reported to the 
section officer of the central issue section for investigation and further suitable action.

(a) Urgent communications sent through fax will generate a confirmation slip of 
delivery on the fax machine, which will be placed on the file along with the office 
copy. The original communication sent through fax will subsequently be sent in a 
routine manner also.

(b) E-mail will be used in offices having computers supported by internet or intranet 
connectivity. Messages received through e-mail will ordinarily be replied to in the 
same form by the officer receiving the message or his subordinate. E-mail 
correspondence may also be initiated to cut down the time taken in 
communications on most of the issues. All points emerging during e-mail 
correspondence will be recorded through a note on the file concerned.

88. Return of papers - After issue of fair communications the despatcher will hand over office 
copies, together with drafts and relevant files, if any, to the clerk maintaining the issue diary. 
The latter will return the papers to the diarists of the sections concerned after making entries in 
column 3 of the issue diary.

89. Issue of inter-departmental notes

(1) Drafts of self-contained inter-departmental notes will be issued in the same manner as 
any other draft.

(2) Inter-departmental notes sought to be recorded on files will be fair typed and compared 
in the sections/desks concerned, but despatched through the Central Issue Section.

(3) Before sending the files to the Central Issue Section for despatch, the diarist will:

(a) mark the movement in the file movement register (where relevant, in electronic 
form) in the case of section's own file and in the section diary in other cases 
(movement is to be updated against file/diary number);

(b) in respect of section's own files, prepare a challan in duplicate and place one copy 
on the file and hand over the other to the dealing hand concerned;

(c) enter the file in the messenger book; and

(d) send it to the despatcher of the Central Issue Section.

(4) In the desk system, the jobs corresponding to (a) to (d) will be performed by the 
stenographer/assistant attached to the desk functionary.

(5) The despatcher will:

(a) remove the file for despatch to the addressee;

(b) acknowledge its receipt in the messenger book; and

(c) return the messenger book to the section concerned.

90. Stamps Account Register

(1) The despatcher will maintain an account of the postage stamps in the form given in 
Appendix 18.

(2) The Section Officer will check the entries made in the register every day and append his 
signature with date in token of his having done so. He will also conduct surprise test 
checks of envelopes ready for despatch by post to make sure:

(a) that the value of stamps affixed thereon tallies with that shown in the despatch 
register; and

(b) that the required value has been secured by using the minimum number of 
stamps of appropriate higher denominations.

(3) The branch officer in-charge of the Central Issue Section will also inspect the two 
registers once a month and verify that the value of stamps in hand tallies with that 
shown in the register. In the computerized system, this information will be generated 
once a month.

91.  Action after issue

(1) On receipt of papers after issue, the diarist will:

(a) check that the office copies bear the stamp issued;

(b) make sure that files and other papers sent with the drafts to the Central Section 
have been received back;

(c) make entries about the return of files in the file movement register;

(d) make entries in section despatch register (Appendix 19);

(e) place office copies, with drafts, if any, on the relevant files; and

(f) pass on the files to the dealing hands concerned.

(2) The dealing hand will:

(a) docket the communication(s) issued along with the original of the approved draft( 
s) where so required.

(b) examine whether the case is fit for inclusion in any of the following reports and 
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obtain orders of the appropriate officer:

(i) weekly statement of cases (automatically generated in computerized 
environment) other than those of a routine nature, disposed of without 
reference to the Minister-incharge (Appendix 20), to be submitted to the 
Minister in accordance with departmental instructions; and

(ii) monthly summary of the principal activities of the department to be 
furnished to the Cabinet Secretariat in accordance with the instructions 
issued by it.

(c) initiate action to record the file where it has been marked for record by the Section 
Officer [vide para 73(6)].

(d) if a reply to the communication issued is to be awaited or further action on the file 
is to be resumed at a later date

(i) mark the file for being brought forward on that date. In computerized 
environment an entry will automatically generate a reminder on that date; (ii) 
make a note of it in the engagement calendar and diary of the relevant date; and 
(iii) pass on the file to the diarist for recording its movement in the file movement 
register vide para 100 [Similar action will be taken also on duplicate copies of 
challan in respect of files referred to other departments vide para 89 (3)(b)].

(3) The section officer will scrutinize the section despatch register (Appendix 19) once a 
week to see that it is being properly maintained and append his initials with date in token 
of scrutiny. In computerized environment he will generate weekly report through the 
computer.

(4) In the desk system, all activities outlined in sub-paras (1) to (3) above will be performed 
by the desk functionary with the assistance of the stenographer/ assistant attached to 
him.

92. Reference lists

(1) To facilitate quick despatch of papers the central iss.ue section will maintain the 
following lists and directories:

(a) residential addresses and telephone numbers of officers and staff of the 
department;

(b) departments which have arrangements within the central registry for receipt of 
dak outside office hours (with name and telephone number of the official 
incharge);

(c) residential addresses and telephone numbers of officers of other departments 
designated to receive urgent dak outside office hours [vide para 12 (2) (b)];

(d) residential addresses and telephone numbers of officers of other departments 
designated to receive parliamentary papers;

(e) postal addresses of all offices under the department, attached offices, 
subordinate offices, autonomous bodies, etc; which deal directly with it;

(f) telegraphic and e-mail addresses, and telephone and fax numbers of State 
Governments and other outstation offices frequently addressed;

(g) Members of Rajya Sabha and Lok Sabha (including Council of Ministers);

(h) Delhi Official Directory issued by the President's Secretariat;

(i) Official Directory issued by the Ministry of Home Affairs;

(j) List of India's Representatives Abroad issued by the Ministry of External Affairs; 

(k) Diplomatic List issued by the Ministry of External Affairs;

(I) Schedule of postal rates; and

(m) Postal PIN code directory.

(n) List of subjects allotted to various Sections/Officers.

(2) These lists will be kept up to date and displayed prominently for easy consultation by the 
despatcher, the resident clerk and other officials on duty.

(3) The Central Issue Section shall make use of the website of Minister/Departments/ 
Offices and the Department of Personnel & Training for updation of the aforesaid lists, 
from time to time.

(4) The RAX directory of RAX telephones issued by the Ministry of Home Affairs shall, 
however, be maintained personally and discreetly by the Senior Officers themselves.
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obtain orders of the appropriate officer:

(i) weekly statement of cases (automatically generated in computerized 
environment) other than those of a routine nature, disposed of without 
reference to the Minister-incharge (Appendix 20), to be submitted to the 
Minister in accordance with departmental instructions; and

(ii) monthly summary of the principal activities of the department to be 
furnished to the Cabinet Secretariat in accordance with the instructions 
issued by it.

(c) initiate action to record the file where it has been marked for record by the Section 
Officer [vide para 73(6)].

(d) if a reply to the communication issued is to be awaited or further action on the file 
is to be resumed at a later date

(i) mark the file for being brought forward on that date. In computerized 
environment an entry will automatically generate a reminder on that date; (ii) 
make a note of it in the engagement calendar and diary of the relevant date; and 
(iii) pass on the file to the diarist for recording its movement in the file movement 
register vide para 100 [Similar action will be taken also on duplicate copies of 
challan in respect of files referred to other departments vide para 89 (3)(b)].

(3) The section officer will scrutinize the section despatch register (Appendix 19) once a 
week to see that it is being properly maintained and append his initials with date in token 
of scrutiny. In computerized environment he will generate weekly report through the 
computer.

(4) In the desk system, all activities outlined in sub-paras (1) to (3) above will be performed 
by the desk functionary with the assistance of the stenographer/ assistant attached to 
him.

92. Reference lists

(1) To facilitate quick despatch of papers the central iss.ue section will maintain the 
following lists and directories:

(a) residential addresses and telephone numbers of officers and staff of the 
department;

(b) departments which have arrangements within the central registry for receipt of 
dak outside office hours (with name and telephone number of the official 
incharge);

(c) residential addresses and telephone numbers of officers of other departments 
designated to receive urgent dak outside office hours [vide para 12 (2) (b)];

(d) residential addresses and telephone numbers of officers of other departments 
designated to receive parliamentary papers;

(e) postal addresses of all offices under the department, attached offices, 
subordinate offices, autonomous bodies, etc; which deal directly with it;

(f) telegraphic and e-mail addresses, and telephone and fax numbers of State 
Governments and other outstation offices frequently addressed;

(g) Members of Rajya Sabha and Lok Sabha (including Council of Ministers);

(h) Delhi Official Directory issued by the President's Secretariat;

(i) Official Directory issued by the Ministry of Home Affairs;

(j) List of India's Representatives Abroad issued by the Ministry of External Affairs; 

(k) Diplomatic List issued by the Ministry of External Affairs;

(I) Schedule of postal rates; and

(m) Postal PIN code directory.

(n) List of subjects allotted to various Sections/Officers.

(2) These lists will be kept up to date and displayed prominently for easy consultation by the 
despatcher, the resident clerk and other officials on duty.

(3) The Central Issue Section shall make use of the website of Minister/Departments/ 
Offices and the Department of Personnel & Training for updation of the aforesaid lists, 
from time to time.

(4) The RAX directory of RAX telephones issued by the Ministry of Home Affairs shall, 
however, be maintained personally and discreetly by the Senior Officers themselves.
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